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MANAGEMENT SERVICES

CHAFTEK b
SUPPLY MANAGEMENT -CENTRAL OPERATIONS

5-6.1 General

5-6.1.A Introduction:

( 1) Purpose: This Chapter provides, instructions, policies,

(2)

(3)

(4)
(5)

(6)

procedures, practices and responsibilities for the economical,
effective and efficient management and control of supplies in
support of the Indian Health Service Programs.

Plan of the Chapter: The Chapter is organized into SECTIONS as
Tollows:

Section 1 - General

‘Section 2 - Introduction to Supply Management and Performance
Standards

Section 3 - Supply Center (Area) Operating Procedures

Section 4 - Service Unit Operating Procedures t

Section 5 - ADP Look-Up Tables/Processing Codes
Section 6 - ADP Supply Reports - Local Processed
Section 7 - Data Entry Procedures (NCR)

Section 8 - Computer Edits and Updates

Section 9 - ADP Supply Reports - DPSC Processed
Section 10 - Exhibits

Each page will be numbered in numerical sequence, within SECTIONS.
A covering Transmittal Notice will accompany all material for
filing in this Chapter. Each notice will list the Material(s)
being transmitted, with filing instructions, notices of deletions
and any necessary background and/or related information as
appropriate.

The “Check List of Transmittal Notices” (Exhibit 5-6.10A(l)) is
designed to record the Transmittal Notices.

Development and Maintenance: The Supply Management Branch, under

the direction of the Office of the Director, Indian Health

Service, is responsible for developing and maintaining this
Chapter.

Suggestions, recommendations, and topics for inclusion into this

Chapter, are solicited from all personnel involved in the Supply
Management Program.
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5-6.1A continued

(7) Area Supply Managenment Officer shall assure maintenance of
Chapters in his/her area on a current basis and issue supplenments
to this Chapter for his area, as appropriate. ,copy of area sup-
E}enents are to be -provided to- the Supply Management Branch,

fice of Admnistrationand Management, I'ndian Health Service

5-6. 1B Applicability:

The instructions.andkgrocedures contained in this Chapter are appli-
cable to all Indian Health Area/Program Ofices and field stations
that have a Central Supply Center operation (Central \Mrehouse). The
term “supplies” for the purpose and intent of this Chapter, pertains
to any itemfalling into mgjor object classification code “26"
Supplies and Materials.

5-6.1C Qbj ectives:

The objective of this Chapter is to establish and maintain an effec-
tive and efficient supply managenment programto acconplish

(1) Effective planning and scheduling of requirenents to assure that
supplies are available to meet program needs, while maintaining
inventory levels at a mninum

(2) Maintenance of proper and adequate inventory controls and
accountability records.

Uniformty of applications.
Maxi mum utilization of supplies.

3)

4)

5) Proper storage and preservation of supplies.

6) Timely preparation and utilization of supply management reports
7)

Budgetary support documentation for supply requirements

5-6.1D Authority:

Procedures outlined in this Chapter are prescribed by the Director
Indian Health Service

5-6.1E Responsibilities

Director , Indian Health Service, through the Supply Management Branch
IS responsible to:
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5-6. 1F continued

(1) Provide overall guidance and direction to the Indian Health
Service Supply Management Program and eval uates its-effectiveness
on a continuing bhasis. In order to acconplish these purposes,
the Office of the Director shall:

a. Conduct an effective programthat will prevent |oss, waste,

unault,horized or inproper use, and unwarranted accunulation of
suppl i es.

b. ‘Plan, devel OP and administer an intergrated Indian Health
Service supply system including automation, budgeting, ware-

housing, receiving, issuing, requirements, mven?ory control
procedures’, etc.

c. Conduct periodic supply managenent reviews for the purpose of
determning conpliance with prescribed policies and regul a-
tions, and the need for guidance and/or training.

(2) The Area/Program Director is responsible to the Director, Indian
Health Service,, for assuring conpliance with the procedures and
instructions outlined in thrs Chapter. Procedures and instruc-’
tions contained herein are mandatory and will be used by Area and
Station Minagenent officials at all levels and other personnel

concerned with the management of supplies within the Indian
Heal th Servi ce.

(3) Agy exceptions to these procedures require the a%proval of the
fice of the Director, Indian Health Service. Subnit request
for exceptions to the Supply Managenment Branch for processing.

S-6.1F Definitions:

(1) Accountability - The obligation inmposed by |aw, administrative
oraer, or regulation, upon an official of HHS to render an
apcounﬂng to another official for funds or Broperty entrusted to
him whether HHS. owned, |eased, or acquired loan from any
other source. All property under control of the Departnent "shall

be accounted for, including property loaned to other Federal and
non-Federal  activities.

(21 ACCOUNTABLE AREA - An area specifically defined by organization

or geographic Trmts throughout which Pr.operty accountability is
assigned to a designated accountable official.

(3) ACCOUNTABLE OFFICE - An office, field station, or headquarters

organizatron where property accountability records are maintained
for the officially designated accountable area(s).

Indian Health Manual G-30-8 TN 86.4



MANAGEMENT SERVI CES'

SUPPLY NMANAGENENT” OPERATI ONS

5-6.1F continueD

(4) ACCOUNTABLE . OFFI CER An officer or enployee designated by proper
aurnority 1o nhave accountability for the property charged to
hi s/ her account abl e area.

. (5) ACCOUNTABLE. PERSONAL . PROPERTY: Al personal property which is
made Subject to accountapility by appropriate ‘authority. Such
roperty includes that capitalized in the fiscal: records of the

partment and all personal Brope_rty for which quantitative
record control is , required to be maintained. (Inventories of
supplies. and ,materials.)

(6) ACCOUNTING PERICD- ‘That period ‘of ‘tine (normally 30 daysl) from
The “previous nmonih cutoff ,date to the current nonth cutoff. The
supply accounting period,is fromthe first day of the nmonth’
through; the last-day of the month.

(7) ACQURE - Means to obtain ownership of personal property in any
manner, . including purchase, transier, donation, manufacture or
Rrr]oducuon.at Government  owned or operated plants or facilities.

, itemwll be considered to be acquired at the time title to
the item passes to Indian Health Service irrespective, of point of
or i g i n

(8) AUTOMATED SUPPIY. SYSTEM --A Dsegstem enpl oyi rba]_the.use of
Electronic Dafa Processing (EDP) equi pment which incorporate the
Perpetual  inventory control technique with related direct issue
procedures to maintain control” of supplies.

(9) BOARD OF SURVEY - A conmittee usuaII%/ consisting of three to five
officials/enproyees of the Government appointed to inquire into
the circumstances of a loss, damage, destruction or condition of,
property. in accordance, wth prescribed policies and procedures.

(10) CENTRAL. SUPPLY. CENTER . Central inventory of all supplies stocked

by an area; In; Treu of, each individual,. service unit mintaining
a’stores stock Inventory system

C1> CUPBOARD STOCK - Authorized quantities of stocks of supplies and
materials nefrd at the point of consunption to meet the cal cul ated
needs of, the ultimte user(sL_ in the area on a day-to-day basis
and which are stored in a cabinet, cupboard, or closet in the
imrediate. area occupied by the user(s?. Normal I'y, cupboard stock
quantity of an item should not exceed a 30-day supply.

(12) CUSTODIAL LOCATION (sTATioN) - A segment of an accountable area.

(13) OQUSTODIAL COFFICER - An officer or enployee designated. by proper
authority to be responsible for the proper use, maintenance and
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5-6.1F continued

(14)

(15)

(20)

(21)

(22)

(23)

ﬁrotection.of. property entrusted to his possession or charged to
is custodial [ocation

DIRECT ISSUE - Itens of supply which do not neet the criteria for
stores stock are delivered direct to the consumer (requisitioner)
upon receipt.

ECONOM C ORDER QUANTI TY (EQQ),- The quantity of a stores stock
ITemTo De procured Tor rnventory expressed in terns of nonths
?ugply and .determned. by use of an appropriate ECQ cost ratio
abl e.

EXCESS SUPPLI ES - Supplies unrequired b{ DHHS and are available
for transter to other Federal departments and agencies.

FREEZABLE | TEM - [Item of supPIy whi ch may be subject to freezing
T rnproperTy packaged and stored or transported at certain tine
periods. Such itens should be Properly identified to permt a
schedul e analysis and determnation of requirenents under the EQQ
Principle of Stock replenishnent.

H GH CUBE I TEM - Supply item which requires a cubic foot storage
requirenent 1n excess of available reserved space for the item
when repl eni shed-and received in quantities devel oped by the
aﬁp||ca ion of basis EQQ Principle of stock replenishment.
Therefore, requirements determned by basis EOQ nust be modified
accordingly.

| NDEX NUMBER - An index number is a predetermned series of
numbers consisting of a five digit nunber suffixed by a single
digit. The series of five digit nunbers are sequential but not
consecutive. The single digit suffix is a “check digit”.

| N\VALI D TRANSACTION - An invalid transaction is an input record
fhat confains invalrd data in one or nore of the record colums.

LEAD TIME - The ‘anticipated period of time (expressed in months
or fractions of a month) between the time a review for possible
stgck Jeplenlshnﬁnt Is started and receipt of the item when
ordere

PERSONAL PRCPERTY - Governnent property of any kind or interest
Egere|n,texcept real property and records of the Federa
vernnent .

PROPERTY RECORDS - Official records reflecting the date of
acquisition or disposal, a cross reference to the acquisition or
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5-6.1F continued

di sposal  voucher; the cost or affixed valuation of property,
quantity and value affected by ;each transaction, the tota
quantity.for,which.an installation or office. is accountable, and
the gross dollar .value. Property records also include perpetua
inventory records of unissued supplies and materials.

(24) PROPERTY VOUCHERS - Are requisitions, issue slips, receiving

rePortsL turn-1n slips, or other forms or-media from which infor-
mation is-obtained to make entries on property records. Vouchers
literally are those docunents which vouch for or support an entry
on another record, and provide an audit trail. Vouchers are
control led documents to be assigned, significant identification
for accounting and audit purposes.

(25) REPORT OF SURVEY - A report of a hoard-of-survey or survey
orfTcer-summartzing the circunstances and findings surrounding a
shortage, loss, theft, damage or destruction of property.

(26) REVIEW PONT QUANTITY - The review point- is a level of stock when
reached. signals potential. stock replenishment need. The quantity
Is arrived at by taking-the lead time nonths plus safet% stock
months times the projected nonthly usage to arrive at the review
point quantity.

(27) SAFETY STOX - The safety stock is the quantity of an itemin the
Inventory wiich is in addition to the quantity required to main-
tain avallability during procurement lead time. Safety stock

provides for fluctuation and variations in procurement [ead time
and demand.

(28) SEASONAL ITEM - An item of supply required for specific tinme
pertou(s) whin a 12-nonth cycle either in quantities in excess
of the normal requirements or as a single one-tinme annual re-
quirement. In either instance, the existence of the requirenent
requires planned procurement. The quantities necessary for the
season nust be developed with the user(s) and cannot be totally
determned by EQQ nethd of stock. replenishment.

(29) SENSITIVE ITEMS - Supplies and materials which because of their
nature and portability are particularly susceptible to m sappro-
priation or because they are dangerous substances and therefore
are subject to record control-and speci al safePuards at all

t{nes, such as controlled drugs, precious metals, ethyl alcohol
etc.

(30) SHORT SHELF LIFE ITEMS - An itemof supply that has a variable
shelT TiTe Dbased upon the degree of tenperature range applied to
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5-6.1F continued

the storage area or other factors inplied or expressed by the
manufacturer.

. (31) STANDBY | TEM -. Any item of supﬁly not required in norma
day-to-day operations, but which i's required to be imediately
availabl e to meet emergency requirenents which do not allow
del ay, incident to normal procurement processes, wthout resul-
ting”in the possibility of: (1) endangering lite: (2) damage,
destruction, or loss of Covernment property; and (3) substantia
financial loss to the Government due to interruption of
operations.

(32) STOCK I TEMS - Those items considered proper for storage and issue
and whr ch are accounted for by a perpetual inventory contro
system

(33) STORES STOCK - Authorized inventories of items on which stock

control records are maintained, principally consisting or
supplies and materials.

(34) SUPPLIES AND MATERIALS - A termused to designate or refer to a
grouprng of classes and,catePorles of property which, when
aﬁp||ed to use, are ordinarily consuned or exhausted-or |ose

their identity when incorporated into or made a part of equi pnent
or fixed property.

(35) SUPPLY MANAGEMENT - When used as a general termis the broad
function of the managenent, coordination, and regulation of
activities concerned with the function of, planning supply needs;
the acquisition of supplies; the receipt, storage, and distribu-.
tion of supplies; the proper utilization and care of supplies; of
supply accounting control and the disposition of supplies.

(36) SUPPLY MANAGEMENT OFFICER - The enployer who has been designated
by proper authority to be immediately responsible for the exer-
cise of such supply management functions as are authorized to bhe
performed at the office and installations for which he is as-
signed responsibility, without regard to the job title by which
his position is officially known.

SURPLUS SUPPLIES - Supplies for which there is no |onger a need
Wtnn the Federal Governnent.

UNIT OF ISSUE - A specified quantity of an item in the [owest
practical and economcal unit, adopted to fulfill the mninum
requirements of all using/ordering activities.
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5-6. 1F continued

(39) UNREQUI RED SUPPLIES - Supplies for which there is no Ion?er a
need winin tne facility and which are available for transfer,. to

another facility or conponent of the Department.

(40) YEARLY ITEM-Itemin supply that has been determned by ‘proper
autnority to be replenished on an annual schedul e. -

Indian Health Manual 19-30-86) ' TN 86.4
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5-6.2 Introduction to Supply Managenent and Perfornmance Standards

5-6. 2A Introduction to supply Managenent:

Many have asked the questions:, “Wat do the people in Supply
Nhna?enﬁnt do?” (What is their role?” “Wat are the functions of
Suppl'y Personnel ?

To ?roperly understand the subject of Supply Nhna?enﬁnt,_me must al
Lea lze at the outset that we, in the Indian Heal th Service, arein a
usi ness.

W are in a business just as any |arge corporation is in business,

with relatively few modifications, and, with the exception that we are
in the biggest business in the world: the United States Governnent

W nust, therefore, begin by looking at our business fromthe
standpoi nt of basic business principles.

In any business, there are certain functions sovital that business
activity wll cease unless each one of these vital functions is per-
formed somehow, somewhere, at some time, by someone, in a nninum
degree required for the satisfactory achievement of the purpose and
primary objectives of the business.

Wi le these functions may differ somewhat in various kinds of organi-
zations, fundamentally, in sone form the follow ng three business
functions al ways apﬁear: (1) the product or service to be provided by
the business; {2) e physical factors necessary to production of the
product or service; and, (3) finance.

Translated into |anguage applicable to the Indian Health Service,

these three functions may be referred to as: (1) the professional
heal th services which nust be provided to raise the health status of
the Indians and Alaska Natives to the highest |evel possible;, (2) the
physical facilities, equipnent, supplies and services essential to the
performance and acconpl i shnent of the professional health services;
and, (3) the budget, which is the process for obtaining financia
support for the performance of the professional services, and the
provision of the essential sustaining physical facilities.

It is part of the second of these functions that is the subject of
this introduction nanely: the provision of supplies essential to the
performance arid acconplishment of the professional health services;
or, nore famliarly, the function of Supply Managenent.

Then, it is the function of Supply Personnel in the Indian Health
Service to facilitate the achievenent of the Service's urFose and

obj ectives through primary support of its professional health program
and other programs, by managing to provide whatever supplies the
Service needs; at the proper tine and place in the required amounts
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5-6. 2A continued

having the necessary qualities; obtainable under applicable |aws,
regulations and policies; at the |owest possible costs; with the

reatest possible  econony, efficiency and ‘effectiveness; in the
vernment’s best interest.

This functional statement, of course, is a reduction of extensive
detailed function to their broadest and nmost conprehensive terns.

Second, when we state that it is the function of Supply Personnel to
provi de whatever services the Indian Health Service needs, we do not
mean that the sole function of Supply Personnel is to “buy” whatever
is wanted upon the mere presentation of a requisition. Unfortu-
nately, this concept, though popular, Is a gross msinterpretation and
m sunder standing of the function of Supphy ersonnel . The term “to
provide” has many meanings; and “to provide” may be the end result of
the application of any one of many procedures.

Vhile the items may eventual |y be bought, it is obvious that no one
can “buy” sinply for the sake of buying. It is equally obvious that
“to buy” an itemwhen an identical or satisfactory substitute itemis
available, laying idle, is also poor business. Hence, it becomes
readily apparent that “buying” or. using any other means of providing
what iS needed nust necessarily be the result of the prior applica-
tions of sound supply management principles and nodern practices.

Thus, the application of sound supply management principles and modern
Bract|c35 becones the predom nant and controlling function of Supply
ersonne

This neans sinply that, on the one hand, it is a principal function of
Supply Personnel "to conduct continual surveys, aPpralsa s and eval ua-
tions of supplies on hand for such management data as proper identifi-
cation, classification, quantity, quality, or condition, rate of

usage, etc., in order to determne whether or not we are obtaining
maxi mum econoni cal and efficient utilization of the supplies we have,
where it is. In other words, there nust be a constant assessnent of
our suEpIy situations and practices in relation to and coordination
with the needs of the professional health progran1and ot her supportive
programs needs, through the application of and disposal actions, in
order to ascertain the efficiency and effectiveness of the support
being given by Supply Personnel to the facilitation and achievenent of
the Service's purpose and objectives. Such assessments of supply
situations, in addition to nore tangible benefits, reveal deficiencies
in policies, procedures, systems, nethods, reporting, controls, or
unsuspected problem ‘areas, “and thusV@rOV|de the basi's for reapprais-
al's, inprovements or corrections. Were such assessnents revea
deficiencies in quantities or qualities of needed suEpI|es,.|t then
becomes necessary first to take steps to acquire such supplies through
the application of such econom cal managenment nethods.

Indian Health Manual (9-30-3b) IN 80. 4



MANAGEMENT SERVICES
CHAPTER 6’
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

5-6.2A continued

On the other hand, an equally important supply management function is
the planning and development of lplrograms In consonance with the pro-
fessional health programs and other administrative program plans in
anticipation of needs in order to have available the necessary
supplies at the proper time and place, in the required quantities and
gualities, to satisfy planned needs.

Although the purpose or ultimate goal of the Service is clearly
defined, the means of achieving that purpose or goal, namely the
programs immediate and long range objectives, are subject to modifi-
cations or changes in order to be consistent with changes in trends or
situations. Consequently, Supply Personnel. must not only be constan-
tly aware of these changes in programs or objectives, but must also be
prepared to adjust its plans to meet the changing needs.

Supply management must also constantly question traditional supply
management policies that are deemed “realistic” simply because they
have been habitual; and, continually raise questions about the assump-
tions underlying policy and reexamine them in the light of modern
management developments rather than simply taken them for granted, if
supply management is to prove efficient and effective as a support
‘function. Accordingly, it must also plan and adjust its program and
schedules to meet changing needs.

In addition to these functions, supply management also had numerous
other functions, such as inventory management, quantity and quality
control, the preservation and protection of property, reconciliations,
stores management, and so on.

Nevertheless, you will recall, we previously indicated that “to
provide” supplies does not necessarily mean to “buy” them. Buying or
procurement procedures should be employed only after we have assured
ourselves of maximum utilization of supplies on hand, and after having
screened unrequired and excess sources for identical or acceptable
substitute items available elsewhere in the Government.

The third item in our review of the broad functional statement is the
citation that such property and services will be provided which are
“obtainable under applicable laws, regulations and policies -- in the
Government’s best interest”.

At this point, we must realize too, that the Indian Health Service,
although extremely important is, nevertheless, only one of innumerable
subsidiary enterprises in this big business of the United States
Government, yet, though we are only a subsidiary, we are a component
of this great business and as such come under its massive scope and
the almost limitless complexity of its laws and regulations.
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5-6. 2A conti nued

Vhile these laws, regulations and paolicies relating to Supply .
Managenent are nunerous, the one which most imediately prescribes the
responsibilities and authorities of Supply Managenent is known as the
Federal Property and Admnistrative Services Act of 1949. This Act,
~anended many tines generally places all responsibility and author-
ities for the admnistration of the physical facilities and services

of the Governnent under the Administrator of the General Services
Admi ni stration.

Al'though he has del egated most of his admnistrative responsibilities
to the heads of the various Executive Agencies, the process of delega-
tion relieves the Admnistrator of none of his responsibility, author-
|tr or accountability. Therefore, while the Admnistrator has

del egated nost of the admnistrative responsibilities and authorities

2|ven.to himunder the Act to the heads of the Executive Agencies, the
dmnistrator is held accountable for admnistration of the Act,

‘anludin? the admnistration and performance of those to whom he has
given ‘delegations.

Wth regards to property management, The Administrator shall, in
respect of executive agencies, and to the extent that he determnes
that so doing is advantageous to the Government, in terms of econony,
efficiency, or service, and with due regard to the programactivities
of the agencies concerned:

1. Prescribe policies and nethods of procurenment and supply of
personal property and non-personal services, including related
functions such as contracting, inspection, storage, isSsue,
property identification and classification, transportation and
traffic nanagenﬁnt, managenent of public utility services, and
repairing and converting; and,

2. C?erate, and, after consultation with the executive agencies
affected, consolidate, take over, or arrange for the operation
b% any executive agency of warehouses, supply centers, repair
shops, fuel yards, and other simlar tacilities, and,

3. Wth respect to transportation and other public utility
services for the use of executive agencies, represents such
agencies in the negotiations with carriers and other public
utilities, and proceedings involving carriers or other public
utilities before Federal and State regulatory bodies;

In order to mninmze expenditures for property, the Administrator
shal | prescribe policies and methods to pronote the maxi mumutili-
zation of excess property by executive agencies, and he shall provide

for the transfer of excess property anong Federal Agencies, and to
ot her organizations specified
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5-6.2A continued

Each executive agency shall (1) maintain adequate inventory controls

and accountability systems for the property under his control,

(2) continuously survey property under its control to detem ne which

IS excess property, and pronptly report such propen¥, (3) performthe

care and handl'ing of such excess property, (4) transter or dispose of

such property as Pronptly as possible in accordance with the authority
del egated, and regul ations prescribed by the Admnistrator.

Each executive agency shall, as far as practicable, (1) nmake reassign-
ments of property anong activities within the agency when such pro-
perty is determned to be no longer required for the purpose of the
appropriation fromwhich it was purchase, (2) transfer excess property
under its control to other Federal agencies, and (3) obtain excess
property from other Federal agencies.

Wth regard to the disposal of surplus property, the Act provides

anong other things that, except as otherwise provided, "----- the
Adm nistrator shall have supervision and direction over the
di sposition of surplus----- " personal and real property. “Such

propertg shal | be disposed of to such extent; at such tine, in such
areas, by agencies, at such terms, and conditions, and in such manner,
as may be prescribed in or pursuant to this Act.”

Anot her section of the Act provides that the Conptroller Genera
--- shall prescribe principles and standards of account|q? for
property ----- and approve such, systems when deemed to be adequate and
In conformty wth prescribed standards. Fromtime to time the
Ceneral Account|n? fice shall examne such property accounting
systens as are established by the executive agencies to determne the
extent of conpliance with prescribed principles and standards and
approved systens, and the Conptroller General shall report to the
Congr ess anY failure to conply with such principles and standards or
to adequately account for property.”

The General Accounting Office shall audit all types of, property
accounts and transactions, at such tines, and in such manner, as
detenined by the Conptroller General.”

In addition, the Act provides that, ‘As it may be deemed necessary for
the effectuation of functions under this title, and after adequate
advance notice to the executive agency affected, ----- the _

Adm nistrator of the General Services Administration is authorized
(1) to make surveys of Government property and property mnagement
practices and obtain reports thereon; (2) to cooperate with executive
agencies in the establishment of reasonable inventory levels for
property stocked by themand fromtime to tine reﬁor any excessive
stocking to the Cbn%ress and to the Director of the Bureau of the
budget; (3) to establish and maintain such unjform Federal Supply
Catal og systemas may he appropriate to identify and classify persona
property under the control of Federal agencies.
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CHAPTER ©
SUPPLY. MANAGEMENT - CENTRAL OPERATI ONS

5-6.2. A continued

The above citations of specifics were presented to give you sone idea
of the broad responsibilities and authorities provided in the Act.
Simlarly, the Act covers additional items such as the applicability
of Anti-Trust Laws; civil renedies and penalties operation of build-
ings and related activities; motor vehicle identification and opera-
tion; procurement procedures; advertising requirenents; requirenents
of negotiated contracts; advance payment; waiver of |iquidated
damages; Federal records; reports to Congress, and so on.

As evidenced in the references mentioned above, the Supplﬁ Managenent
function also demands a constant famliarity not only wth the above
Act as anended, but also with General Services Adnministration

Regul ations on Personal Property Managenent, Real Property Managenent,
and Records Managenment; various titles of United States Codes;
Conptrol ler CGeneral’s Decisions; Bureau of the Budget G rculars; Codes
of Federal Regulations; the Federal Register; Joint Regulations on
Printing and Binding; Federal Procurement Regulations; Transportation
and Cormuni cations Regul ations; Federal Supply Schedul es; Federa
Supply Cassifications; Federal Identification Guides for Supply

Catal ogs; Index of Federal Specifications, Standards and Handbooks;

Public Health Service Laws and Regulations; related agency manuals and
suppl enentations, etc

At this point, lets bring into focus the facts that:

1. The Admnistrator of the General Service Admnistration has
been given full responsibility for the admnistration of
procurement, managenent, utilization, control and disposal of
all real and personal property and services.

2. That to a large extent, responsibilities and authorities
provided in the Federal Property and Adm nistration Services
Act of 1949 have been delegated to the heads of the executive

agencies, and, through redelegation, to the Ceneral Services
Oficer:

3. That the responsibilities of admnistration are enornously
ext ensive and conpl ex;

4. That taken in the context that “ the whole is the sumof its
part ," the Indian Health Service is as totally obligated to
conply with the requirenents of these laws, regulations and
policlies, as is any other Government operation; and,

5 Finally, that Congress demands executive accountability for
such administration and provides for its right to audit per-
formance at any tine.
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5-6.2A continued

To fulfill the requirements of this great conplex of [aws and regu-
lations, it becomes obvious that.SuppI?/ Managenent personnel nust not
only be famliar or conversant with all the above responsibilities,
but nust, in fact, be expert in their applications.

To summarize, you will recall that the Su%f)ly Mana?ement function is a
basic business function, restated in the Governnent, through a massive
network of |aws, regulations, policies, decisions, Erocedures, Sys-
tems, nethods and practices, which have evolved wth the tremendous
growth in Governnent services and organizations, in order to accom
plish numerous Eurposes, and that the performance of these functions
demands exFert nowl edge and experience nmuch of which is unique to the
Indian Health Service.

You will recall, that Su plk/ Managenent is accountable not only
through executive channels to the Administrator, General Services
Adm nstration; the Bureau of the Budget and others, but also, through
tphef Ceneral Accounting Office, we are accountable to Congress for

erf or mance.

¢, the Indian Health Service, can have a vi able.suPpl(% program t hat
provi des for having sui)plles on hand to neet Patien re and Program
needs within the rran?/. aws, regulations, policies, etc., and in
keeping with the apﬁ.lcatlon of sound supply managenent principles and
practices. To do this, all enployees nust be involved at Val’%/l ng
degrees in the supply Ero%ram and its operation and not only those
enpl oyees with the work “Supply” in their position title being
involved at varying degrees.

Note:  The above introduction was re-drafted froman article witten
by J. H Mntroy, Indian Health Service, July 11, 1963.
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5-6.2B Area Supply Performance Standards

(1) The purpose of supply standards is to inprove the overall area
supply program That is, to, make managenent aware of various
aspects of ‘the supply programthat are being managed or that need
inproved management. These standards relate to investnent
(inventory val'ue and issue values), proper utilization of the
system and supply support provided.

(2) The rating nethod used in the Performance Appraisal System for
Merit Pay Enpl oKees is used in rating the Supply Perfornmance
Standards.  Each su Ely standard is given a weight point factor
with the total weights for all standards not exceed n? 100
points. Performance levels within the standard are also assigned
points as follows:

“Performance Level Poi nts
SubstantralTy Exceeds = 4
Exceeds = 3
Meet s = 2
Partially Meets . = 1

Fails to Meet = 0

(3) The performance |evel points, times the wei %ht factor points
assigned to the supply standard equal s total points received for
that standard. Exanple: Supply Performance Standard No. 1 s
assigned a weight factor of 10 and the level of performance is
Exceeds. This would equal to a total of 30 points (3 x 10) for
that standard.

(4) The overall rating for an area/programis based on the total
points as follows:

Total Points .
361- 400 = substantially Exceeds
300- 360 = Exceeds
200- 299 = Meets
100-199 = Partially Meets
0-99 = Fails to Meet

(5) Ratings are acconplished by the Supply l\/anagerrent Branch, Office
of Admnistration and Management, at the end of each quarter based
on individual area suppltyl reports and inventory status reports as

provided by each area office.

(6) Supply Performance Standard No. 1: Annual supply inventory _
furn-over raie. Ihe nunber of times the inventory turned over in
the past 12 nonths.
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5-6.2B continued

a. Purpose: To reduce funds ($$$) tied up in inventory at any
one time. The. higher the turn-over rate, less fund)g .ﬁ$$$) are
tied up in inventory. To reduce overstocking of supplies and
to reduce space requirements.

b. Weight Factor: 10

c. Performance Levels: Points
.3.5 - 12Times Substantially Exceeds = 40
3.0: 3.4 Times Exceeds = 30
2.5 - 29 Times . . Meets =20
2.0 - 24 Times Partially Meets = 10
0.0 - 1.9 Times Fails to Meet = 0

d. Calculation: Average monthl?/ inventory value for the past 12
months divided into the total value of stock receipts for the
past 12 months.

e. Monitoring: This standard can be monitored by reviewing
Supply Report No. 20. Use actual figures for the exact
turn-over rate or use the months supply on hand divided into
12 for a general turn-over rate.

(7) Supply Performance Standard No. 2: Inactive items in inventory.
Percent of the 1tems 1n inventory that have had no stock issues in
13 months or longer.

. Purpose: To reduce investment loss from items becoming
outdated/deteriorated/unusable. To improve space utilization
and reduce personnel time in maintaining inactive stock.

b. Weight Factor. 5

c. Performance Levels: Points
0.0 - 05% Substantially Exceeds = 20
0.6 - 1.0% Exceeds = 15
1.1 - 15% Meets = 10
1.6 - 20% Partially Meets = 5
2.1 - 100% Fails to Meet = 0

d. Calculation: Divide the total number of items in inventory
into the number of items with no issues in 13 months or longer.

e. Monitoring: This standard can be monitored by reviewing the
olfowing monthly supply reports: Report No. 12, Station
Listing of Inactive Stores Stock Items; Reports No. 19 & 20,
Monthly Supply Summary Data by General Ledger Account; and
Report No. 23, Listing of Overstocked/Inactive Items.
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5-6. 2B continued

(8) Supply Performance Standard No. 3. Stores stock fill rate
Percent Of (ne T1ne Ttems requested fromstores stock that had the
total requested quantity issued.

a. Purpose: To inprove supply support provided to the direct

b. \Wight Factor: 10
c. Performance Levels: Points
98 - 100% Substantially Exceeds = 40

96 - 97% Exceeds = 30
94 - 95% Meets = 20
92 - 93%Partially Meets = 10
O 91%Fails to Meet = 0

d. Calculation: Total number line items requested from stores
SToCK since the beginning of. the fiscal year divided into the
total number line rtens that were 100%filled since the
beginning of the fiscal vyear.

This standard can be nonitored by reviewng the
e. monthly supply reports: Report No. Il Station
Monthly “Transaction Register; Reports 19 and 20, Monthly
Supply Summary Data by General Ledger Account.

(9) Supply Performance Standards Nos, 4-9: Stores stock issue versus
direCl 1SSUES. Percent of tne total i1ssue value (Stores Stock
plus direct issues) that should be issued fromstores stock by
Ceneral Ledger Account for Hospital and Health Cinic Funds.
Sub-Sub Activity 01.

a. Purpose: To provide better supply support services to the
USINg activities. To reduce manual records that are main-
tained by using activities. To reduce storage space require-
ments at “the point of use. To reduce the number of purchase
orders being issued. To |nprove_|nventorY control and
accountabil 1ty by placing recurring use itens into the
inventory system

b. Wight Factor:
1) Dru - 10

S
2} N@dipa?/X—Ray Supplies - 10
31 Subsistence -5

4) Laboratory Supplies - 10
5) Ofice/Admn. Supplies - 5
6) Qher Supplies -5
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5-6.2B continued

c. Performance L € v e | s : . Points

(1) Drugs (Bxcludes Blood) - G.L. Account 125.1

ob 180% Substantially Exceeds = 40
8 1 85% Exceeds = 30
76 -- 80% Meets = 20
71 - 75% Partially Meets = 10
0 - 70% Fails to Meet = 0

'(2) Medical/X-&$ Supplies - G.L. Account 125 2
/0 - 100% Substantially Exceeds = 40
65 - 69% Exceeds = 30

60 - 64% Meets = 20
955 - 59% Partially Meets = 10
0 - 54% Fails to Meet = 0

(3) Subsistence - G.L. Account 125.3
- 00% Substantially Exceeds = 20

26 - 30% Exceeds = 15
21 - 25% Meets = 10
16 - 20% Partially Meets = 5
0 - 15% Fails to Meet = 0

(4) Laboratory Supplies - G.L. Account 125.4
.56% guﬁstantiaﬂy Exceeds = 40

26 - 30% Exceeds

= 30
21 - 25% Meets = 20
16 - 20% Partially Meets = 10
0 - 15% Fails to Meet = 0

(5) Office/Admin. Supplies - G.L. Account 125 5

3b - 100% Substantially Exceeds = 20
31 - 35% Exceeds = 15
26 - 30% Meets = 10
21 - 25% Partially Meets = S
0 - 20% Fails to Meet = 0

(6) Other Supplies (Excludes Fuel) - G.L. Account 125.9
50 - 100% Substantially Exceeds 20

45 - 49% Exceeds = 15
40 - 44% Meets = 10
35 - 39% Partially Meets = 5
0 - 34% Fails to Meet = 0

d. Calculation: Divide the total issue value (stock plus direct)
since the beginning of the fiscal year into the total stores
stock issue value since the beginning of the fiscal year.
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5-6.2B continued

e. Monitoring: These standards can be monitored by comparing the
stock issue values to the direct "issue values as listed on
Reports 16 and 17, Monthly Sub-Sub Activity Reports.

(10) Supply Performance Standard No. 10: Value of Overstocked/Inactive
Supplies.  Percent of the Inventory value that is overstocked/in-
active.

a. Purpose: To reduce inventory investment ($$$). To reduce
Inventory losses from items becoming outdated/deteri-
orated/unusable, etc. To reduce space requirements. To
im|cr)]r0\ae inventory turn-over rate and to reduce months supply
on hand.

b. Weight Factor: S

c. Performance Levels: Points

0.0 - 1.5% Substantially Exceeds = 20

1.6 - 3.0% Exceeds = 15
3.1 -4.5% Meets = 10
4.6 - 6.0% Partially Meets = 5
6.1 - 100% Fails to Meet = 0

d. Calculation: Value of overstocked items (quantity on hand in
excess of 12 months supply plus review point quantity times
unit cost) plus the value of items with no issues in 13 months
or longer divided by the total inventory value.

e. Monitoring: This standard can be monitored by reviewing
noatkilly supply Report No. 23, Listing of Overstocked/Inactive
Items and Report No. 12, Listing of Inactive Items.

(11) Supply Performance Standard No. 11: Utilization of Requirements
Analysis Report. Percent of the items listed on Monthly
Requirements Analysis Report that have appeared for 3 or more
consecutive months’. (Does not include 1.0 or 1.5 E0Q Month items.)

a. ‘'Purpose: To maintain the supply inventory at its proper
evel. 0 reduce stock outages and overstockage. To reduce.
emergency purchase orders.

b. Weight Factor: 5
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5-6.2B continued

c. Performance Levels.: Points

0 - 3% Substantially Exceeds = 20
4 - 6% Exceeds = 15

7- 9% Meets.. = 10
10 - 12% Partially Meets' = 5
13 - 100% Fails to Meet = 0

d. Calculation: Divide the total number of items appearing on
the report excessive times'since the beginning of the fiscal
gea_r by the total number of items on the report since the

eginning of the fiscal year.

e. Monitoring: This standard can be monitored by reviewing
0. 13, Monthly Requirements Analysis Report, and
Reports 19 & 20, Monthly Supply Summary Data by Account.

(12) Supply Performance Standard No. 12: Inventory Overages/Short-

ages. Percent of stock item that had overages/shortages on the
annual inventory.

a. Purpose . To maintain the &countable inventory records in an
accurate status at all times. This will assist in reducing
stogk outages and reduce procurement of items prior to actual
need.

b. Weight Factor: 10

c. Performance Levels:
Points

0.0 - 0.5% Substantially Exceeds = 40

0.6 - 1.0% Exceeds = 30
1.1 - 1.5% Meets = 20
1.6 - 2.0% Partially Meets = 10
2.1 - 100% Fails to Meet = 0

d. Calculation: The percentage is arrived at by dividing the
number of Tine items received/issued in the 12 month prior to
the inventory into the number of items that had over-
ages/shortages on the annual inventory.

e. Monitoring: This standard can be monitored by reviewing the
annual mventory records and by reviewing monthly supply
reports to ensure that errors are corrected and processed and
that any missing documents are accounted for and processed.
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5-6.2B continued

(13) Supply Performance Standard No. 13: Annual review of. individual |
Service Unit supply programs.

a. Purpose: To identify any problems that the facility may be
having and to assist in resolving those problems; to determine
compliance with prescribed policies and regulations; to
determine the need for additional guidance and/or training;
and to improve coordination and cooperation between the
facilities and the Area Supply Service Center.

b. Weight Factor: 10

c. Performance Levels: Points

Service Unit (IHS and 638 operated) reviews are conducted to
effectively evaluate the Supply Management Program Area-wide.
Presents written findings including correction action plan to
Service Unit Directors and to Area top management no later.
than 30-days after evaluation. Recommendations and corrective
actions are sound and achievable,

Semiannual review is conducted of all service units -
Substantially Exceeds = 40

Annual review is conducted at each Service Unit plus
at least SO% of the service units are reviewed

semiannually Exceeds = 30

Annual review is conducted at each service unit
Meets = 20

Annual review is conducted at 75% of the service
units Partially Meets = 10

Annual review is conducted at less than 75% of the
service units . Fails to Meet = 0

d. Schedule : A Service Unit review schedule is to be developed
each September for the next fiscal year. Reviews are to be
scheduled six months apart. A copy of the review schedule is
to be provided to Chief, Supply Management Branch, 184S, and to
other appropriate staff.

e. Monitoring: This standard can be monitored by checking the
review schedule against Service Unit Review Reports
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5-6.2C Service Unit Supply Performance Standards

(1) The purpose of these standards is to improve the overall supply
program. -

(2) Each supply-standard is given a weight-point factor with the totsl
weinhts’for all standards not exceeding 100 points. Performance
levels within the standard are also assigned points as follows:

Performance Level Points
Substantially EXceeds =

Exceeds = 3
Meets . = 2
Partially Meets = 1
Fails to Meet = 0

(3) The performance level points times the weight factor assigned to
the supply standard equals total points received for that standard.
Example: Performance Standard No. 1 is assigned a weight factor
of 10 and the level of performance is Exceeds. This would equal a
total of 30 points (3 X 10) for that standard

(4) The overall rating for a service unit is based on the total points

as follows:
Total Points Ratin
361-400 = Substantially Exceeds
300-360 = Exceeds
200-299 = Meets
100-199 = Partially Meets
0-99 = Fails to Meet

(5) Ratings are completed by the Area Suppl?; Management Officer, .
Supply Service Center, at the end of each quarter based on

individual Service Unit supply reports and information as provided
by the Service Unit.

(6) Supply Performance Standard No. 1: Percent of the total line

Ttems requested from the Supply Service Center that are requested
off schedule.

a. Purpose : To reduce stock outages at the point of use and to
Improve management of cupboard stock inventory levels.

b. Weight Factor: 15

c. Performance Levels: Points

0 - 10% Substantially Exceeds = 60
11 - 15%  Exceeds 45
16 - 20%  Meets 30
21 - 25%  Partially Meets = 15
26 - 100%  Fails to Meet 0

[}
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5-6.2C continued

d. Monitoring: This standard can be monitored by reviewing
upply Report No. 77 each month.

(7) Supply Performance Standards:Nos. 2-7: ‘Percent of total supply

usage (issues from SSC plus direct issues) by category for sub-sub
activity 01:that is acquired by the direct issue purchase method.

a. Purpose: To provide better su[JpIy support to the using
activities; reduce manual supply records being maintained,
reduce storage space requirements at the point of use; reduce
the number of purchase orders being processed; and to improve

supply accountability by placing recurring use items into the
inventory control system.

b. Standard No. 2 - Drugs (Excludes Blood) - 125.1
(1) Weight Factor: 15.

(2) Performance Levels Points

15 - 19%  Exceeds 45
20 - 24%  Meets 30
25 - 29% Partially Meets = 15

0 - 14%  Substantially Exceeds = 60

30 - 100% Fails to Meet = 0
c. Standard No. 3 - Medical/X-Ray - 125.2
(1) Weight Factor: 15
(2) Performance ‘Levels Points
0 - 30% Substantially Exceeds = 60
31 - 35%  Exceeds = 45
36 - 40% Meets = 30
41 = 45%  Partially Meets = 15
46 - 100%  Fails to Meet = 0
d. Standard No. 4 - Subsistence - 125.3
(1) Weight Factor:. 10
(2) Performance Levels Points

0 - 69% Substantially Exceeds = 40

70 - 74%  Exceeds = .30
75 -79%  Meets = 20
80 - 84% Partially Meets = 10
85-100%  Fails to Meet = 0
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5-6.2C continued

e. Standard No. 5 - Laboratory - 125.4
(1) Weight Factor: 10

(2) Performance Levels Points

0 - 69% Substantially Exceeds = 40

70 - 74%  Exceeds = 30
75 - 79%  Meets = 20
80 - 84% Partially veets = 10
85 - 100% Fails to Meet = 0
f. Standard No. 6 - Office/Admin - 125.5
(1) Weight Factor: 10
(2) Performance Levels Points

“0 - 64% Substantially Exceeds = 40

65 - '69%  Exceeds = 30
70 - 74%  Meets = 20
75 - 79%  Partially Meets = 10
80 -100% Fails to Meet = 0

g. Standard No. 7 - Other Supplies (Excludes Fuel Qil) - 125.9
(1) Weight Factor: 10

(2) Performance Levels Points

0 - S0% Substantially Exceeds = 40
51 - 55% Exceeds = 30
56 - 60% Meets = 20
61 - 65% Partially Meets = 10
66 -100% Fails to Meet 0

h. Monitoring: These standards can be monitored by comparing the
stock issues for SSA-01 listed on Report No. 74 to the direct
issue values listed on Report No. 16 for SSA-01.
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5-6.2C continued

(8) Supply Performance Standard No. 8: Semi-annual review of

individual department supply operations.

a.

Purpose: To identify any problems that the user may be having
am] tboassist in resolving those problems; to improve
coordination and cooperation between the user and the supply
section; and to improve direct supply support to the using
department.

Weight Factor: 15

Performance Levels. Points
100% Reviewed - Substantially Exceeds = 60
90 - 99% Reviewed - Exceeds = 45
80 - 89% Reviewed - Meets = 30
70 - 79% Reviewed - Partially Meets =15
0 - 69% Reviewed - Fails to Meet = 0

Schedule : A Semi-annual Department Review schedule is to be
developed each September for the next fiscal year. The first
review is to cover the period October - March and the second
review is to cover the period April - September. A copy of
the review schedule is to be provided to the Area Supply
Management Officer and to appropriate Service Unit staff.

Monitoring: This standard can be monitored by checking the
review sc%lule against the Department Supply Review document.
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5-6.3  AREA OPERATI NG PROCEDURES
5-6.3A GENERAL

(1) This Section incorporates and inplements statues and regul ations
of the Federal Property Management Regul ations, the General
Accounting Office, HHS Personal Property Mnagenent Regul ations,
PHS, HRSA, and the Indian Health Service. This Section is to be
used by Area/Program Directors, all other Area/Program managenent
| evel s, Supply Management and Accountable Officers, and other
personnel involved i'n the management of supplies.

5-6.3B PURPOSE

(1) The purPose of this Section is to prescribe standard procedures
for all Area/Program Offices that have central supply service
center operations within the Indian Health Service.

5-6.3C RESPONSIBI LI TI ES
(1) Areal/Program Director

a. The Area/Program Director has primary responsibility for
providing direction and |eadership in the supply managenment
programand to assure that the procedures and requirenments of
this Chapter are efficiently and effectively carried out.

b. Responsibilities of the Area/Program Director are detailed in

the HHS Materiel Mnagement Manual 103-1.5006 and PHS
103- 1. 5109.

(2) Area Executive Officer

a. The Area Executive Oficer shall assure conpliance of the

overal | mmMylmmmamm.gomaminammﬂmmeWthpmides
and procedures, as prescribed.

(3) Branch and Ofice Chiefs

a. Area Branch and Office Chiefs shall provide all technical
admnistrative, and professional advice and assistance as may

be required in acconplishing an effective and efficient
supply  program

(4) Chief, Admnistrative Services Branch

a. The Chief, Admnistrative Services Branch, or in the absence
of a Chief, Admnistrative Services Branch, the Area Property
Oficer, has ﬁr|nary responsibility for the supply management
program and shall ensure, through guidance, supervision, and
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5-6.3C continued

direction, that supply activities are carried out in, an
effective and efficient manner. The incunbent shall
‘periodically- review the functioning of the SUPP|Y ‘ managenent
activities, ‘at--both -the Area and Service Unit level to assure
that necessary supply requirements are being met, within the

budgetary limtations, and that procedural guidelines are
being fol | owed.

(5) Supply Mnagement Officer/Supply Service Center Director

a. The Supply Managenent Officer is responsible for the over-
all direction and guidance of supply managenent functions
within the area, i.e., acquisition, utilization, disposal,
inventory control, warehousing, security, care and protec-
tion, accounting, cataloging, determning supply and fund
requirements, submssion of mandatory reports. The Supply
Nhna?enﬁnt Oficer shall assure conpliance with the proce-
dural guidelines established in this Chapter and the com
pul sory requirenents of GSA, DHHS, GAQ PHS, etc. Review the
suPpI ~ managenent perranwon a continuing basis to determne
eftectiveness, identity problem areas, determne solutions,
and reconmend necessary changes in procedures.

b. The Supply Managenent Officer is also responsible for:
(1) establishing stores stock budgets for each service unit

and assisting the service unit staff in preparation of
their direct issue budgets;

(2) providinP consultation to service unit staff in regards
to SUPP.V managenment, storage space utilization, new
fa3||| i es planning and staffing for supply functions;
an

(3) auditing/review ng the supply functions at the service

units and reporting findings and reconmendation to SUD
A0 and to appropriate area staff.

c. The Supply Service Center Director shall designate, in
writing:

(1) Individuals who are authorized to receipt for incomng
shipments to the Supply Service Center. A copg of the
menor andum desi gnating receiving agents is to be pro-

vided to the Area Finance Cfficer "and to the Qustodial
Officer .

(2) Custodial Officer(s) for Controlled Substances, see

[ndian Health Manua
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5-6.3C continued

A Quality Control Coordinator, see 5-6.3U.
A Supply Commttee Coordinator, see 5-6.3V

Accountable Oficer

(3)

(4)

(6) Property
a. The

bi |

appoi ntment, assunption of accountability, responsi-
ty, and relief from accountability of Propert

Accountable Oficer shall be in accordance with HHS Materie
Minagement  Manual .

(7) Individuals for Public Property

a. Any
use

cith

(11

(2)

enpl oyee of the Department who has use of, supervises the
of, or exercises control over Government property, is
onsible for such property. This responsibility my take
er or hoth of the followng forns:

Supervisory responsibility. This requires the estab-

| ishment and continuous enforcenent of necessary adm n-
Istrative measures to assure proper preservation and
utilization of all Government property under jurisdic-
tion of an officer-in-charge, an admnistrative
official, or a su?erV|sor. This. responsibility does not
denote, however, that personnel in such positions wll
be held pecuniarily liable for |oss, damage, or destruc-
tion of ﬁroperty under their suPerV|sory.]ur|sd|ct|om
unl ess there is evidence of neglect or msconduct
indicating dereliction of duty on their part.

Personnel responsibility. Responsibility for the care
and protection of Government propert% IS an obligation
inherent in every p03|t|on.occhyed y a Governnent
enpl oyee.  Every enployee is obligated to proPerIy care
for, "handl e, and use Government property, whether” such
ﬁroperty has been issued to or SﬁﬁCIflca[|y assigned for
is personal use, or is used by himonly occasionally.
The use of Government property at or away fromthe
office or station requires the same exercise of |udge-
ment and prudence for care and protection of the pro-
Berty,as a reasonabl e person mould,apply to his persona
elongings. Leaving expensive equi pmenf such as™
caneras, portable tape recorders, etc., in full viewin
a locked car in a location during periods when breaking
and entering could be acconplished unobserved is not
exer0|3|n? prudence.  Such action, when associated with
other factors, could constitute negligence.

I'ndran realth Mnual
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b.

Failure on the part of an employee to exercise responsibility
for the care and protection of Government property could
result in pecuniary liability. An employee may be held pecu-
niarily liable and be required to make restitution to the
Government when such a determination has been under the Board
of Survey procedure, or upon a review of the case by the
ﬁrescribed authority of his designee when the determination

as been appealed by the employee. The employee may be
excused from liability by the same authority

The extract from Section 641 of Title 18, United States Code,
quoted below, available on Form HHS-542, Care and Protection

of Government Property, will be-posted on bulletin boards and
other conspicuous places, for information and guidance of all

.concerned

“Whoever embezzles, steals, purloins, or knowingly converts
to his use or the use of another, or without authority,
sells, conveys, or dispose of any record, voucher, money, or
thing of value of the United States or of any department or
agency thereof; or any property made or being made under

contract for the United States or any department or agency
thereof; or ’

Whoever receives, conceals, or retains the same with intent
to convert to his use or gain, knowing it to have been
embezzled, stolen, purloined,. or converted

“Shall be fined not more than $10,000 or imprisoned not more
than ten years, or both; but if the value of such property
does not exceed the sum of $100, he shall be fined not more
than $1,000 or imprisoned not more than one year, or both.

“The word "value” means face, par, or market value, or cost
price, either wholesale or retail whichever is greater.”

5-6.3D SAFE-GUARDS

(1) The Area Supply Management Officer and other personnel respon-
sible for property must continually be on guard against possible
conflict of interest within the supply operation and that sup-
plies are used only for official purposes. The accounting rule
of checks and balances must always be applied to the supply
operation. Some areas that may and/or will present possible
conflicts or possible misuse are:

a.

The Designated Receiving Agent is also the Purchasing Agent.
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5-6.3D continued

b. Vendor invoices being received and processed by the
Desi gnated Receiving Agent or Purchasing Agent. Invoices are
to be submtted by the vendor direct to the Finance Ofice
that processes the invoice for paynent.

c. Issue of inappropriate items to requisitioners, i.e., issue
of coffee to someone other than dietary; issue of kleenex or
coffee cups to admnistrative offices.  Is the itemrequired
for official purposes?

d. Excessive usage of an iten{s) by a requisitioning activity.
Does the mnrkgload justifyrt%e L)Jlsage?q ) y

e. Inventory shortages --- don't assume that errors in documen-
tation or processing are the cause of all shortages.

f. The Ofice of Inspector General, DHHS, has reconmended the
following division of responsibilities at field locations so
that the responsibilities for:

(1) Purchasing supplies and preparing receiving reports be
del egated to aifferent enployees;

(2) Receiving vendor’s billings and matching receiving
;epO{ts be done by enployees performng financial
unctions;

g. In general, division of responsibilities nust be made to
elimnate, an atnosphere conducive to fraud by col [usion wth
vendors and to theft of supplies (including drugs).

5-6. 3E ECONOM C ORDER QUANTI I TY (EQQ) PRI NCI PLE

(1) The “Economc Oder Quantity” (EOQ Princi ple is a mathematically
proven solution for arriving at the lowest total costs for order-
ing and hol ding inventory to neet expected sugﬁky requi renents.
Each civil executive agency is required, by F 101-27.102, to
fol low this principle 1n the managenent of inventories. In its
most concise form the econom ¢ order quantity principle can he
stated in the formla: Q= CY. In words this fornula says
that the “economc order quantity” (Q is the square root of the
val ue of annual requirements (Y) times a cost factor (C) which
includes the cost to order and the cost to hold stock

(2) The Economic Oder Quantity (ECQ principle is one of the nost
effective tools used in inventory management. Scientifically
sound, this principle has found practical application in
inventory control at all distribution |evels.

[Mdian Feal th Vanual (9-30-80) TN 86. 4



MANAGEMENT SERVICES

SUPPLY MANAGEMENT-CENTRAL OPERATIONS

5-6.3E continued
(3) EOQ reduces total costs .by:

a. Decreasing the number of orders without increasing the
inventory investment; No other set of order -quantities can
produce fewer orders for a given inventory investment.

b. Decreasing the size of the. inventory without increasing the
number of orders. No other set of order quantities can
produce a smaller inventory investment for a given number of
orders.

c. Balancing or equating procurement cost and carrying costs.
No other set of order quantities can result in minimum total
costs.

(4) “EOQ Tables” have been pre-developed for use in Indian Health
Service. The “EOQ Table” considers the cost to reglenish a stock
item and the cost to hold the inventory. “EOQ Tables” are
contained in Section 5-6.5 of this Chapter,.

(5) Complete Exhibit 5-6,10A(20) to arrive at the proper station “EOQ
Table”. The cost ratio arrived at is to be compared to the “EOQ
Tables” and the Table closest to the cost ratio figures is to be
used for the station.

(6) For a complete review and understanding of the “EOQ” principle,
it is recommended that you obtain the GSA Handbook on “The
Economic Order Quantity Principle and Applications”, which is
available from GSA Depots under National Stock Number
7610-00-543-6765.

5-6.3F CATALOGING OF STORES STOCK ITEMS

(1) Index Number Reqister

a. Report No. 43, Stores and Equipment Index Register, provides
a listing of valid index number. The Register identifies
those index numbers that are in use by the area for either
stores stock or capitalized equipment.

b. When an index number is assigned to a new area stores stock
item, annotate the complete description of the item next to
the 1ndex number.

c. When an item is deleted from the area stores stock system or
from the capitalized equipment records, annotate the Register
with the month and year that the item is dropped. These
index numbers are not to be reassigned for a period of three
(3) years.
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5-6.3F continued

d. A new Index Number Register can be requested from DPSC as

needed.

(2) ,Assignment. of Index Numbers .

a.

An index number must be assigned to each item brought into
the stores stock system.

b. When a new item for stock is approved, assign the next

available number from the Inoﬁ:x Register. Annotate the

Master Alphabetical Catalog Listing with the index number,
description, unit of issue, station code, date established,
etc., and establish Area Master Record - 4A Transaction and .
Station Master Record - 5A Transaction.

New Item Request form, Exhibit 5-6.10A(34), is to be used to
add a new stores stock inventory item.

(3) Catalogs

a.

Area Master Catalogs are available locally on request in
index number and/or alphabetical sequence. Report No. 34,
Area Master Index Number Catalog Listing and Report No. 35,
Area Master Alphabetical Catalog Listing. ‘Station
Alphabetical Catalog Listing, Report No. 42, is also
available on request.

b. Area Supply Service Centers are to publish a complete alpha-

betical catalog of the items carried in their supply inven-
tory. The catalog is to be completely updated annually and

pen & ink changes processed as needed. The catalog is to
include:

(1) general policies and procedures;

(2) ordering procedures;

(3) order/delivery schedules;

(4) emergency/urgent order procedures;

(5) controlled substances ordering procedures;
(6) New item request procedures;

(7) supply service center contact personnel; and

(8) other appropriate information.
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5-6.3F continued
(4) Federal Catalog System

a. The Federal Catalog System as prescribed, in Subpart 103-30 of
the HHS Materiel Management Manual is required to be followed
by Indian Health Service.

b. The Area Supply Management Officer is responsible for sub-
mitting Standard Form 1303, “Request for Federal Cataloging
Action”. The SF 1303 is a multipurpose form and is to be

used for all actions relating to a National Stock Number. SF
1303 is available under NSN 7540-01-048-3167.

c. Submit SF 1303 to:

Director _
HSA Supply Service Center
Perry Point, Maryland 21902

(5) General Ledger Account Code Assignment

a. Each item carried in stores stock inventory is to be
identified. with the proper General Ledger Account Code.
Listed below are the General Ledger Account Codes and their
related Federal Supply Classification Groups.

125.1 Drugs, Biologicals, Reagents, Blood and Blood
Products

Federal Supply Classification 6505 and 8965
125.2 Medical, Dental, X-Ray Supplies

Federal Supply Group 65xx, except for 6505
12s .3 Subsistence
Federal Supply Group 89xx
125.4 Laboratory Supplies and Chemicals
Federal Supply Groups 66xx and 68xx
1255 Office/Administrative Supplies
Federal Supply Groups 75xx and 76xx
125.9 All Other Stock Classes

All other items not classified in 125.1, 125.2,
125.3, 125.4, or 125.5
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5-6.3F continued
(6) Account Code/Sub-Object Code Changes

a. Changes to the account code and/or sub-object code requires
an Area "4C" transaction Change in account code requires
the submission of the new account code and the new object-

. subobject code. Changes of subobject code within an

established account requires the, submission of the current
account code and the new subobject code.

b. The computer will assign the fiscal year, month and voucher
number 3727 to each item being changed and generate
credit/debit transactions to adjust the accounts and list the

transactions on appropriate reports. The change is made at
the end of the daily/monthly processing.

5-6.3G INDEX_NUMBERING SYSTEM

(1) All items of stores stock will be assigned an index number for
identification and control purposes. The index number consists
of a five digit number suffix by a single digit. The single
digit suffix is called "check digit”. All six digits are
required for a complete index number.

(2) The modulus eleven check digit system of assigning index numbers
was selected to assure the highest degree of accuracy in the
processing of supply transactions. The modulus eleven check
digit system works in the following manner:

Weights: 6,5 4, 3, 2
Modulus: 11

Example: Number used 13575
Number 13 5 7 s
Weights x6+i<é5+x4+x?+>i2 _ 5
72 : 11 = 6 with remainder of 6
Remainder 6 from modulus 11 =5
5 is the check digit for number 13575
72 +5= 177 - evenly divisible by 11.
Therefore 13575.5 is the index number.
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5-6. 3G conti nued

(3) The purpose of the calculation shown in the above exanple is to
arrive at a number the sumof the products of the weight's tines
the index number digits) which, including the, value of the check
digit, is an even multiple of, eleven of which, when divided by
el even, produces a zero remainder

(4) If during the calculation originally necessary to determne the
check digit, the remainder one (1) is produced after the division
by eleven, the nunber which produces this result cannot be used
because it mnuld_re3U|re the addition of a two-digit nunmber (10)
to arrive at a final sumwhich is evenly divisibl'e by eleven. As
a two-digit check nunber cannot be used wWith this system any
I ndex number which requires the check digit ten (10) is inadms-
sible. This means that under a straight nuneric system approxi-
mately every eleventh nunber cannot be used as an index nunber.

5-6.3H DOCUMENATION / PRIGNG OF SUPPLIES

(1) The term "supplies” for the intent and purpose of this manual
pertains to any item falling into mjor object classification
code “26" - Supplies and Materials”, regardless of the funds
used to acquire the supplies or as to how they were acquired.

(2) Receipts

Al receipts of supplies by the Indian Health Service whether the
result of a purchase action, a transfer, a gift, a donation, or a
di scovery of an itemnot previously recorded, are to be docu-
mented and the document acknowl edged by an appropriate enployee
such as the Property Management Officer, or Accountable Officer

or a designated receiving agent.

(31 Issues

Al'l issues of supplies whether issued fromstock or made avail -
able to the user upon receipt (direct issues) are to be docu-
mented and the docunent acknow edged by an appropriate enployee
to receipt for supplies at point of use.

(4) Qther Transactions

Al other transactions affecting the status of supplies such as
transfers to other accountable or custodial areas, other Federa
agenci es, adjustments to property records, reports of survey,
disposal by sale or exchange/sale, or destruction are to be docu-
mented whether or not accountable property is involved, and the
document executed by an appropriate orficial
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5-6.3H conti nued

(5 Pricing

a. ltems Purchased - Purchased items are to be picked up in the
records based on the cost paid for the item.excluding tine
payment discounts. (HHS Accounting Manual I-30-1CC states,

‘No adj ustments will be made for.time discounts in the unit
costs of individual itens").

b. Donations and Gfts - Donations and Gfts are to be receipted
for af Therr Tarr market val ue.

C. Issues - Issues frominventory are priced out hased on the
conmputed average cost. Total quantity on hand divided into
total inventory value equals average unit cost.

5-6. 31 DOCUMENT _CONTROL/ EDI TI NG PROCES! SI NG AUDI TI NG
(1) Control

A monthl'y Voucher Number Control Sheet, Exhibit 5-6.10A(S), is to
be mintained by the SSC, Inventory Management Unit for each
vouchering location. Vouchers are to be checked off as they are
received. Status of mssing vouchers shall be determned and all
vouchers accounted for prior to the close of business in each
accounting period. (The accountin period is the first day
through the last day of the nnnth.% _The Voucher Number_ Control
Sheet ts) are to be filed by vouchering location. The Finance
gf]cte shal | be provided a copy of each facility monthly Voucher
egi ster.

(2) Editing

Vouchered documents covering receipts, issues, inventory adjust-
ments, survey actions, disposals, etc., received by the SSC -
Inventory Management Unit are to be edited prior to release for
processing  (keytaping). The edit process wll include the
verification of all coding to assure conpatability for conputer
p[oce33|n?, unit of issue conversions, proper document format,
signaturelapproval of authorized official, etc.

(31 Processing

Docunents are to be entered into the Su pI%/, Account i ng Sys,tem In
accordance with procedures outlined in Section S-6.7 of this
Chapter. After data entry, the vouchers are to he stanped
“Ceared - Property Mnagement” , and forwarded to finance except
for storeroom issue docunents.
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5-6. 31 continued

(4) Auditing

The Area Supply Managenent, Officer is responsible to ensure that
al | documents are processed. The station nonthly Voucher
Register, |-K-31, is to be verified against Report No. 10,

Mont hly Voucher Summary Report, to ensure that all documents are
accounted for and that they have been processed correctly. Wen
there is a difference between the Voucher Register and the
Voucher Summary Report, a copy of the document is to be obtained

fromthe facility to determne the error and for appropriate
corrective action to be taken.

(5) Reversal Transactions

a. Reversal transactions are to be used to reverse out records
that were processed incorrectly. The reversal transaction
record nust be identical to the original transaction, except
for the transaction code. Exanple: A receipt is processed
with an incorrect quantity. Use Transaction Code “2K" to
reverse out the incorrect record as |listed on the Transaction

Regi ster and use Transaction Code “22" to re-enter the
correct data

b. DO NOT attenpt to take shortcuts. If the original entry had
a quantity of 12 and it should have been 10, NOT prepare
the reversal for 2. Use two records: Reverse the 12 wth
one record and enter 10 with the other record

c. DO NUT use the reversal technique if the itemhas been inven-
toried since the error was made or if the time span between

when the error was made and the current account nonth is over
12 months.

5-6.3J DUE_IN TRANSACTI ONS

(1)

A Due In transaction is to be established for each stores stock

| tem appearing on a purchase order or other type acquisition
docunment. The Due In remains established until the final receipt
or a Due In cancellation transaction is processed. The entire
established Due In for the matching purchase order will be elim
inated if the receipt transactions contains a code F (Final).
Partial receipt transactions (identified b¥ code P) wll auto-
matically update the outstanding Due In balance when there is a
mat ch on Furchase order numbers. The maxi mum nunber of accept-
able Due Ins for a given index number at one time is three.

(2) Cancellation of outstanding Due Ins is to be based on valid

: data the rtemwas in fact cancelled by the vendor;
the itemwas received and for some reason the Due [n was not
cancelled - make sure that the receipt transaction was processed
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(3) dligating copies -of purchase orders or other acquisition docu-
ments are to-be routed through the SSC, Inventory Managenent Unit
prior to, going to Finance, The SSC, Inventory Management Unit is
to review the orders, process due in transactions for stores
stock items and, stanp the orders ‘Cleared - Property Managenent'.

5-6. 3K PROPERTY VOUCHER REG STER AND FI LE

(1) Property Voucher

a. Property vouchers are docunents that certify and support
entries of transactions to the, property accountable records
and Ceneral Ledger Accounts; and that certify and support the
direct issue of supplies to using elements of an installa-
tion. Documents that pertain to major object classification
code “26" - Supplies and Materials regardless of the funds
used to acquire the supplies or how they were acquired,
including all stores stock issues, adjustments, transfers,

di sposal s are to be docunented and assigned a voucher number.

(2) Docunent Review

a. Prior to the assignment of the property voucher number,
review the document (all copies to ensure that the docunent
?on1&|ns all required information and that the informationis

egible, i.e.:

- Do all copies of receiving reports contain the signature
of the designated receiving agent?

- Do all copies of the docunent, contain the required
accounting data?

- Are the quantity and val ue correct on the receiving
reports?

- Is the quantitr received/issued correct based on your
station unit of issue?

- Does the data entry person have to guess at the data on
the document?

(3 ) Nunbering
2. Vouchers shall be nunbered for reference and control purposes.

(1) The voucher number will consist of the fiscal year,
calendar month, and serial nunber.
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5-6. 3K continued

(2) The serial nunber will comence with 0001 at the
beginning of each monthly accounting period. A separate
number wll be assigned to each document.

(3) The property voucher number will-be entered (normally)
in the Tower right hand corner of the docunent.

(4) Documents certifying to and supporting the rendition of
a service, will not be assigned a voucher nunber. .
However, docunents covering both the receipt of supplies
and the performance of a service will be assigned a
voucher nunber.

(5) Voucher nunmbers will not be assigned to equi pment
documents.  The assignment of voucher nunmbers and
mai nt enance of the property voucher register for
equi pment will be acconplished by the Area Property
Management Section/ Branch,

(4) Property Voucher Register

The PropertY Voucher Register is to be maintained in such a
manner to allow for conparison agF?énst_ the Monthly ADP  Voucher
Summary Report, Report No. 10. | ati onshi p: e Property
Voucher” Register is your Check Book”, th e

Summary Report is your Bank Stafement.

a. The Property Voucher Register, Form HRS-31, shall be
maintained in duplicate and voucher data recorded on both
copies. Refer to Exhibit 5-6.1CA(14) for a sanple of a
Property Voucher Register and detail instructions for
conpl etion

b. Unassi?ned or cancelled numbers nust be explained (noted) in
the reference colum of the register.

C.  The statement “Serial Number I's the last number
assigned during the accounting perrod ending (date) "I
wi |l be made on the next line follow ng the Tast voucher
number  assi gned.

d A cop&,of the Property Voucher Register is to be forwarded to
Area Finance at the end of each accounting period. The
original shall be attached to the left side of the first
voucher file folder containing vouchers for the month
concer ned
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5-6. 3K conti nued
(5) Voucher Files

a. \Vouchers are to be, filled in numerical sequence, in a folder,
and securely. fastened. A new folder is prepared at the
begi nning of each nonth.

b. Folders shall be identified with the follow ng heading:
VOUCHER FILE FOR MONTH ENDING ___ (date) .

c. The voucher file is to be checked against the voucher
register at the end of the nonth to ensure that a cop?/ of all
vouchers for the month are on file or else accounted for.

Una33|%ned and cancel | ed numbers within a series wll be
proper Ty annotated in the reference colum of the Property
Voucher " Regi ster, and shall be identified in the file on a
plain sheet of paper, in proper numerical sequence with the
voucher number in the lower right hand corner.

(6) Voucher Documents

a. The follow ng documents are comonly used and will be
assigned a voucher nunber, entered on the voucher register,
and maintained in the voucher file.

(1) SF-44 - Purchase Order-Invoice Voucher

(2) SF-122 - Transfer Order-Excess Personal Property
(3) OF-347 - Order for Supplies or Services
(

4) SF-344 - Miltiuse Standard Requisition/lssue System
Document ( GSA)

(5) HRS-413 - Of Schedule Storeroom |ssue Request

(6) HHS-22 - Property Action Request to Supply Oficer,
when used as a transfer or disposal docunent.

(7) HHS-365 - Inventory Adjustment

(8) HHS-394c - Record of Receipt for Supplies and Mterials,
which is a part of the Issue Book.

(9) COF-127 - Receiving and Inspection Report

(10) Any other document approved for use as a receiving
report or issue document.
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S-6.3L, |SSUE OF STORES STOCK SUPPLIES - OTHER THAN CONTROLLED SUBSTANCES
(1) Stock | ssue Order/Delivery Schedul e

a. A nonthly order/delivery schedule shall be established and
published for each activity that orders supplies fromthe
Supply Service Center. The Supply Service Center is to
set-up the order/delivery schedule, in cooperation wth

ordering activities; Prior to Septenber 1 of each year for
use in the next fiscal year.

b. The Inventory Management Unit is to maintain adequate
control s/records to ensure that the order schedule is being
fol | owed by each ordering activity.

(2). Stock | ssue Reguest Documents

a. Preprinted Issue Book - The Preprinted Issue Book is computer
generated 1or eacn ordering activity based on their assigned
user code in February and August of each year. The issue
book printed in August is for use Cctober - March and the one

rinted in February is for use April - Septenmber. Refer to

eport No. 26, Section S-6.6, of this Chapter for a sanple of
the Preprinted Issue Book

(1) The preprinted issue bhook contains those itens that have
been issued to the user within the previous 12 nonths
prior to the processing date or that contain a
predetermned user |evel.

(2) Drug items with Pharmacy Code “R' or “N and items with
ECKLType Code "Y" are not listed in the preprinted issue
0ok.

(3) Issue books are to be maintained in a binder/folder with
fastners and contain the follow ng informtion on the
front cover.

(a) The issue book control nunber assigned. Exanple -
Book #l .

(bl Nane of the ordering activity.

(cI Sub-Station Code, User Code, CAN and Sub- Sub-
Activity Code.

(d) A statenenﬂj%%ped in capitalized letters: |F FOUND
PLEASE RET | MDIATELY TQ (type the nane and
address of the facility).
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5-6.3L, continued

b. Form HRS-413, |ssue Request for Stores Stock Supplies - This
form 1S used to:

(1) Oder items that are not listed in the issue hook;

(2) Order itens reﬂuired by the using activity between
regul ar scheduled issues; and

(3) Used by the Inventory Management Unit to document
tel ephone call in orders.

(3) Review of Stock Issue Request

2. Issue Books - SSC, Inventory Management Unit, is to review
each Tssue Book to ensure:

(1) That the supplies are being requested by an authorized
i ndi vi dual

(2) That cupboardst ock inventories are recorded.

(3) Quantities being requested are reasonable and any
unusual quantities should be clarified with the
requesting facility.

(4) That only approved additions/changes/deletions are made
to the issue hook.

b. HRS-413, |ssue Request - SSC, Inventory Managenent Unit, is
To review each Tssue Request to ensure:

(1) That the supplies are being requested by an authorized
i ndi vi dual

(2) The request contains conplete accounting data

(3) That the Index Number and Unit of Issue are correct and
that the order quantity is realistic.

(4) That delivery requirenents are stated on the request,
e.g., mail, tacility driver to pick up, delivery with
regular nonthly order, etc.

C. Emergency/Urgent Issue Request - SSC, Inventory Managenent
Unit, 1s to review Energency/Urgent |ssue Request to ensure:

(1) That the supplies are being requested by an authorized
i ndi vi dual
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5-6.3L. ontinued
(2)

(3)

The justification for the Energency/Urgent Request is
appropriate

That conplete accounting data and delivery requirenments
are included on the request.

(4) Control/Processing of |ssue Request - Inventory Management Unit

a.  SSC, Inventory Mnagenent Unit, is to verifg that all issue
e

requests transmtted froma facility have

en received. Any

?isp{epanC|es are to be reconciled with the requesting
acility.

b. 1ssue Books/Routine |ssue Request

Assign a separate voucher nunmber to each issue request.

Enter the itens requested into the accounting system for
conput er %enerat|on of the Issue/Shipping/lnvoice
Docunent Report No. 70.

Upon receiPt of Report No. 70 fromthe ADP Qperation
nit, verity that all items requested are listed on the
| ssue/ Shi ppi ng/ I nvoi ce Docunent. Reconcile any

di screpanci es.

Annotate on the Issue/ Shipping Invoice Docunent contro
sheet the method of delivery/shipment to be used.

Keep one (1) copY of the control sheet in the “Pending
| ssue File" and Torward the rest of the |ssue/ Shipping/
I nvoi ce Document to the Warehousing Unit.

Return |ssue Books to the re uestin%_facility and file
HRS-4 13, Issue Request, in the facility order file.

Upon recei pt of the original copy of the Issue/Shipping/
I%voice DO%UHEHI fron1tge warethSing Unit: PP

(a) pull your control sheet for that voucher fromthe
Pending Issue File” and verify that all of the
| ssue/ S ;pp|ngllnv0|ce Document by storage |ocations
are received back fromthe Warehousing Unit.
Reconcile any mssing parts with the Wrehouse
Supervi sor

(b) review the Issue/Shippin?llnyoice Document to ensure
that all conputer generafed issue quantities were
issued. \Wen the actual physical quantity issued is
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5-6.3L continued

| ess than what is listed on the Issue/ Shipping/
I nvoi ce Docunent as being available for issue wll
require:

(1) a reversal transaction for the ori?inal entry
and another transaction for the actual quantity
| ssued; and

(2) a reconciliation of the accountability record
bal ance to the actual physical balance.

8) File the original copy of the Issue/Shipping/lnvoice
(%) Docunent in ?he voucﬁgr file. PPINg

c. Urgent/Energency/ Special |ssue Requests HRS-413

(1) Assign a voucher nunmber to the issue request.

(2) Keep one copy of the issue request in the “Pending |ssue
File" and forward the original and 1 copy to the
\Mrehousing Unit.

(3) LEon receipt of the original copy of the Ur%ent/
mer gency/ Speci al 1ssue Request back from the
\Mrehousing  Unit:

(a) enter the items issued into the supply accounting
systemas post-posted issued,

(b) pull the document copy from the Pending Issue File,
(c) file the original copy in the voucher file and the
copy in the tacility order file.
d. Back Order Release Document

(1) Upon receipt of the Back Order |ssue/ Shipping/lnvoice
i pturrent, Report No. 71, fromthe Conputer Cperations
nit:

(a) Annotate on the Back Order |ssue/ Shipping/lnvoice
Document control sheet the method of shipnent/
delivery to be used.

(b) Keep one (1) coEy of the control sheet in the
“Pending I'ssue File” and forward the rest of the

Back Order |ssue/ Shipping/lnvoice Docunent to the
\irehousing Unit,
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5-6.3L continued

(2) UPon receipt of the.ori%&pal copy of the Back Order
ssue/ Shi ppi ng/ I'nvoi ce Docunment back fromthe
\irehousing Unit:

(a) Pull your control sheet for that voucher fromthe
“Pending Issue File” and verify that the conplete
Back Order |ssue/ Shipping/|nvoice Document has been
received. Reconcile any discrepancies wth the
\Mr ehouse  Super vi sor.

(b) Review the Back Order I|ssue/Shipping/Invoice
Document to-ensure that conputer generated issue
quantities were physically issued. When the actua
physical quantity i'ssued i's less than what is listed
on the Back Order Issue/ Shipping/Invoice Document as
being available for issue wll require:

(1) a reversal transaction for the original entry
and another transaction for the actual quantity
| ssued; and,

(2) a reconciliation of the accountable record
bal ance to the actual physical bal ance.

(3) File the original copy of the Back Order Issue/Shipping
I nvoi ce Document in the appropriate voucher file.

(5) Issue of Supplies - Mrehousing Unit

a.  Report No. 70, Issue/ Shipping/lnvoice Docunent

(1) LFon receipt of the Issue/ Shipping/lnvoice Docunment from
nventory Management Unit, the \Mrehouse Supervisor:

(a) separates the |ssue/ Shipping/Invoice Docunent by
Storage Location;

(b) annotates the document control sheet with the name
of the person assigned to issue the supplies by
Storage Location and date assigned;

(c) distributes the Issue/ Shipping/lnvoice Docunent to
the enpl oyees assigned to do the stock pulling/
| ssue; and

(d) files the control sheet in the “Pending Issue File".

(2) Person assigned to issue the stock frominventory is to:
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5-6.3L continued

(a) physipaIIY.pull the supplies fromstock based on the
ggant|ty isted on the 1ssue/ Shipping/lnvoice
I cument as ‘Quantity Issued” for that item Unit of
SSue;

(b) if the quantitr pul led fromstock is the same as the
listed “C#ant| y |ssued”, place a red check mark
next to the “Quantity Issued” ;

(c) if the quantitr pul led fromstock is |ower than the
listed “Quantity Issued”, circle the listed
“Quantity Issued” in red and annotate in red the
actual quantity issued; (Note: Do not adjust
“Cpant|t¥ I ssued” figure to standard pack quantities
nor to the order quantity when the order quantity is
higher than the “Quantity Issued”. )

(d) sign and date the Issue/ Shipping/lnvoice Docunent
an .?]ve the document to the checker for
veritication of supplies issued.

(3) Person assigned to check the supplies pulled from stock

prior to shipment shoul d:

(a) check. the supplies pulled fromstock against the
| ssue/ Shi ppi ng/ I nvoi ce Document ;

(b) identify any differences found and resol ve those
differences with the person who issued the supplies;

(c) sign and date the Issue/ Shipping/Invoice Document
and forward to \rehouse Supervisor.

(4) \arehouse Supervisor

(a) Reviews the Issue/Shipping/lnvoice Document for
conpl et eness.

(b) Wen the physical quantity issued is less than the
listed “Quantity Issued”, checks the physical stock
to ensure that the itemis not stored in another
| ocation and/or the itemis not in the receiving
ar ea.

(c) If the itemis found, issue out the proBgr quantity
and correct the |ssue/ Shipping/lnvoice Document.

(d) If the itemis not found initial the Issue/Ship-
ping/Invoi ce Document under the quantity required
colum of the item
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5-6.3L. continued

(e] Pull, the Voucher Number Control Sheet from the
“Pending Issue File” and checks off the Issue/

Shipping/Invoice Document received by Storage
Location.

(F) If the received Issue/Shipping/Invoice Document by
Storage Location completes the total Issue/ Ship-
ping/Invoice Document, separate the copies and
forward the carbon copy with the shipment and the
original copy to Inventory Management Unit.

(g) If the received Issue/Shipping/Invoice.Document does
not complete the total Issue/Shipping/Invoice
Document, attach the received document to the
Voucher Number Control Sheet.

b. Urgent/Emergency Special Issue Request, HRS-413's

(1) Upon receipt of the Urgent/Emergency/Special Issue
Request, the Warehouse Supervisor:

(@) checks the Issue Request for completeness and
delivery/shipping instructions;

(b) gives the Issue Request to a Warehouse Person for
top priority issue.

(2) Warehouse Person:

(a) Pulls the items requested from stock.

(b) Consults with the Warehouse Supervisor and/or
Inventory Management Unit as to appropriate action
to be taken when there is a difference between the

quantity ordered and the quantity available for
issue.

¢) Signs and dates the Issue Request and indicates
method of delivery/shipment, If items are picked up
by another person, have that person sign and date
t%/e Issue Request. Forward carbon copy of the Issue

Request with items and the original to the Inventory
Management Unit.

c. Back Order Issue/Shipping/Invoice Document, Report No. 71

(1) The document flow and controls are the same as for
Issue/Shipping/Invoice Documents, Report 70, exceps the
Warehouse Supervisor must assign a _higher issue priority
to Back Order Issue/Shipping/Invoice Documents.
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5-6.3M RECEIPT OF SUPPLIES - OT'HER THAN CONTROLLED SUBSTANCES

(1) The Warehouse Supervisor is responsible for assuring prompt
receipt of supplies and completion of receiving reports. It is
imperative that receiving reports be completed and forwarded to
the Inventory Management Unit within 4-6 hours after receipt of .
the supplies. Late submission ‘of receiving reports will result
in:

a. Supplies not being available for issue;

b. Unnecessary generation of Back Order Issue/Shipping/Invoice
Documents, Report No. 71,

c. Unnecessary follow-up actions by the Procurement Unit and/or
Finance;

o

. Delayed payment to vendors;

®

Lost discounts which would have been a savings to the Supply
Center operation;

f. Formal complaints from vendors;

g+ Loss of good faith and rapport with vendors.

(2) Inspection

a. Upon receipt of an order via Motor Freight, the following
checks should be made by the Designated Receiving Agent:

(1) Check total number of cartons received vs. total number

annotate the Frei%ht Bill accordingly, as to total
quantity over or short.

(2) Check all cartons received for apparent physical
damages. If apparent physical damage exists, annotate
the freight bills as to the quantity of cartons damaged.
The freight bill/delivery receipt should be signed by
the recelving agent and the carrier.

(3) If the shipment is from a Government Agency (VA, GSA,
Perr?/ Point, etc.), the procedures outlined in their
catalogs should be followed on overages, shortages, and
damages.

(4) If the shipment is from other than a Government Source,
the vendor is to be contacted for replacement of
shortages or damaged items, or for return of overages.
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5-6.3M continued

(5) Weights listed on GBL shipments are to be checked for
accuracy.

b . Orders received via mail are handled in the same basic
manner as orders received via.Motor Freight in resolving
overages, shortages, and damages.

c. Acheck for concealed damaPe Is to be made as cartons are
opened. If there is concealed damage, notify the carrier
immediately by telephone, and request inspection of the
materials. = It is important that the material not be moved
prior to inspection and the packaging material be retained
for the carrier’s review. The carrier should provide gou a
copy of the inspection report. Reporting of conceale
damages are the same as outlined in 2.a.( 3), (4), above.

d. The items received are to be directly compared to the
s]pecifications/description stated on the purchase document.
If there are discrepancies, commercial vendors are to be
notified by telephone and/or in writing and Government
Agencies (VA, GSA, PP) as outlined in their catalogs. If
there is any question as to whether or not the item received
meets the order document specifications, assistance can be
obtained from the Supply Service Center Director.

e. Any discrepancies are to be rectified prior to acceptance
and placing into stores stock..

(3) Direct Delivery Items - These items should be delivered to the
ordering activity within 24 hours after receipt and the person
authorized to receipt for supplies at the point of use Is to sign
and date the station voucher file copy of the receiving report.
These items are not to be kept in the storeroom.

(4) Stores Stock Items - These items should be placed into stock
within 4-6 hours after receipt. The date received and the index
number should be annotated on the cartons. Care should be taken
in annotating items with the index number in order not to deface
the manufacturer’s labeling, as in most cases, the manufacturer
will not accept a return when the labeling is defaced.

(5) Receiving Reports

a. Supply Contract: Complete and partial shipments received

a(_?:amst a supply contract are to be documented on Form
OF-127, Recelving and Inspection Report.
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5-6.3M conti nued

b.

ptional Form 347 - Order for Supplies or-services: OF- 347,
Oder Tor supplTes or Services can be used to document com
plete or partial shipments received against the purchase
order. If the majority of the itens are received on the
first shipment, then the OF- 347 should be used to receipt
for the partial shipnent received and OF-127, Receiving and
InsPecuon RePort, woul d be used to receipt for further par-
tial and final shipments. |f the mjority of the itens are
not received on the first shipment, OF-127 should be used to
docunent the first partial receipt and any other partials
and the OF-347 woul d bhe used to document the final shipnent.

Standard Form 344 - Miltiuse Standard Requisitioning/lssue
System Documenf: SF-344 TS tThe prescribed formto De used
mordering rrom General Services Admnistration (GSA). The
receiving report copies of SF-344 are to be used to document
partial and tinal receipts as outlined for SF-147, above.

Standard Formi 44A - Purchase Order/Invoice/ Voucher: 1Is a
purchase order designed primarilTy 1or on-ine-s ot ,
over-the-counter  purchase. The number 3 (pink copy is the
receiving report.

Surplus Conmodities and Donated Items: Receivi n% reports
Tor surplus comoditires and donafed 1Tens shall Dbe receipted
for on OF127, Receiving and Inspection.

Cash Purchases . Optional Form 127, Receiving and |nspection
Report, shalT De used to document purchases of supplies from
I nprest  Cash.

Unrequired Supplies: Form HHS-22, Property Action Request
to Supply Officer, is to be used to document receipt of
unrequired supplies.

Exanpl es of receiving reports and distribution is contained
in the following exhibits:

Exhibit 5-6.10A(29) - OF-127, Receiving and Inspection Report
Exhibit 5-6.10A(30) - OF-347, Order for Supplies or Services

Exhibit 5-6.10A(31) - SF-344, Miltiuse Standard
Requi sitioning/lssue System Docunent

Exhibit 5-6.10A(32) - SF-44A, Purchase Oder/Invoice/ Voucher
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5-6.3M conti nued

Exhibit 5-6.104(33) - HHS- 22, Propertty_,Action Request to
Supply Oficer

Exhibit 5-6.10A(,35) - Flow Charts of Various Documents
(6) Pricing

a.  Purchased Itens - Price information contained on the
receiving report shall be based on the actual purchase
price, less any trade/quantity discounts.

b.  Donations and Surplus Conmodities - Shall be priced out at
the current estimted market val ue.

C Unrequired/ Excess - Receipt price will be the price as shown
on the transfer document.

(7) Certification and Coding

a. Al copies of receiving reports shall be manually signed.
Carbon copy facsimle signatures are not acceptable.

(8) GSA Handbook, Discrepancies or Deficiencies in GSA or DOD Ship-
ment, Material, or .||||n?, Is available from General Services
Admnistration.  Copies of this handbook may be obtained by sub-
mtting a conpleted GSA Form 457, FSS Publications Mailing List
%ﬂphcaupn, In accordance with the instructions on the form

e msulmg list code for this handbook is ODDH OO0 . Copies of
GSR Form 457 may be obtained fromthe GSA Regional Office.

(9) Forward receiving reports to the Inventory Managenent Unit.

(10) Inventory Management Unit:

a.  Review the receiving reports for accuracy. Check for:

(1) Vendor order quantities being properly converted to the
Supply Center unit of issue quantities;

(2) any chancqee in vendor packaging that may effect the
Supply Center’s unit of issue;

(3) proper receiving signature, accounting data, expiration
dates, price extensions, etc.

b.  Assign voucher number-to the receiving report. Forward
appropriate copies of the receiving report to Finance, Data
Entry and PO file.
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5-6.3M conti nued

C  Enter the items received into the supply accounting system
stanmp co ylcleared and file the receiving report copy in the
voucher tile.

5-6. 3N CONTROLLED SUDSTANCES -1 SSUI NG RECEI VI NG

(11

A Controlled Substance is a drug or medicine which is defined as
such by the Drug Enforcement Admnistration (DEA). For the
intent "and purpose of these procedures it is those itens that are
classified as Schedule I, I, Ill, IV, V by DFA_Refer to Title
21 CFR, ChaPter |1, DEA Department of Justice, Part 1308 for
schedul es of controlled substances.

Physical security of Controlled Substances shall be in accordance
Wi th storaqg procedures outlined in Title 21 CFR Chapter Il
DEA, Part 1301.72.

The Designated Receiving Agent is responsible for receipting for
all incomng deliveries of Controlled Substances.

An enpl oyee or enpl oyees of the Supply Service Center shall be
designated in witing by the SuEpr Service Center Director to be
responsi bl e for the stores stock inventory of Controlled Sub-
stances. If joint enployee designation i's made, one enployee
shoul d be fromthe Inventory Managenent Unit and the other from
the Warehousing Unit. Exhibit 5-6.10A(15), Acceptance/ Transfer

of Custody of Controlled Substances, wll be used to record any
change in custodial responsibility.

Prior to designating an enployee to handle Controlled Substances,
it is recomended that the enPI%%ee screen|n% procedures outlined
in Parts 1301.90 - 1301.93, of Chapter Il, 21 CFR be followed.

The SuFFIy Service Center Director is responsible for conpliance
with all appropriate DEA Regul ations on Control|ed Substances.

Stock |ssue Request

a.  DEA Form222, US Oficial Oder Fornms - Schedules | 6 11 -
ThiS formis to be used to order anY Schedure T or |
Control led Substances from stores stock inventory.

b.  HRS-413, Issue Request for Stores Stock Supplies - This form
|St0MU%dwomwom¥&mwm|H,WOrVQMMHw
Substances from stores stock inventory.

C.  Enmergency/ Urgent Tel ephone Orders - EnErgenc% type orders
my D€ called rnto the Tnvenfory Managenent Unif by a
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Registered Pharmacist, or a Doctor/Dentist who are registered
by DEA FOR Schedule 111, 1V, or V Controlled Substances.
Schedule | and 1l Controlled Substances can only be
ordered/issued on DEA Form 222.

(8) Review of Stock Issue Reguest for Controlled Substances

a. Inventory Management Unit is to review each request to ensure:

(1) That there is a current DEA Registration Certificate on
file for the facility ordering the Controlled Substances
and/or for the Doctor/Dentist.

(2) That the request is signed by ‘a Registered Pharmacist
and signed/approved by the Department Supervisor or next
higher level authority. When no Pharmacist, must be
signed by Doctor/Dentist who are registered by DEA.

(3) Quantities being requested appear to be reasonable and
?ny_ anusual quantities are clarified with the ordering
acility.

(9) Control/Processing of Issue Request for Controlled Substances -
Inventory Management Unit

a. Assign voucher number to the issue request.

b. File one co%y of the request in the “Pending Issue File -
Controlled Substances”.

c. Forward the original, plus 2-copies, to the Custodial
Officer(s) for Controlled Substances.

d. Upon receipt of the original copy back from the Custodial
Officer(s) for Controlled Substances, review for complete-
ness, pull file copy from the “Pending Issue File -
Controlled Substances”. Annotate the cop'g with quantities
issued and method of delivery/shipment. File the copy in the
Controlled Substances File FY-xx.

e. Enter the items issued into the supply accounting system as
]Qplst-posted issues. File the original copy in the voucher
ile.

f.  Upon receipt of the signed copy back from the facility, file
the signed copy in the Controlled Substances File FY-xx and
destroy the pending copy. A Registered Pharmacist at the
facility is to sign for all Controlled Substances. When no
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Pharmacist, the Doctor/Dentist who are registered with DEA
are to sign for Controlled Substances.

(10) Issue of Controlled Substances - Custodial Officer(s) for

Controlled Substances

a.

Physically pull the item from stock based on the quantity
ordered for that item’s unit of issue and,

(1) enter the quantity issued on the issue request document;

(2) enter the quantity issued on Form HRS-175, Perpetual
Inventory of Narcotics and other Controlled Drugs (Form
HRS-175 is to be maintained in accordance with Exhibit
5-6.10A(16)); and

(3) if the item is a controlled substance listed as Schedule
I, 11 or, any narcotic substance in Schedule I1l, enter
the issue information on ,DEA Form 333, ARCOS,
(Automation of Reports and Consolidated Orders System).

b. Sign and date the issue request document and annotate the

method of delivery.

Forward the two (2) carbon copies of the issue request docu-
ment with the items to the facility. Forward the original
copy to the Inventory Management Unit.

(11) Receipt of Controlled Substances

a.

The Designated Receiving Agent, after completing the receiv-
ing report, shall immediately deliver the controlled sub-
stances to the Custodial Officer(s) for Controlled Substances
and obtain his/her signature(s) on the station voucher file
copy of the, receiving report.

b. The Custodial Officer(s) for Controlled Substances will place

the items received into stock and post the receipts to Form
HRS-175, Perpetual Inventory of Narcotics and Other
Controlled Dru%s. Form HRS-175 is to be maintained in
accordance with Exhibit 5-6.10A(16). Forward the receiving
reports to the Inventory Management Unit.

If the item is a controlled substance listed as Schedule I,
Il or any narcotic substance in Schedule Ill, enter the
receipt information on DEA Form 333, ARCOS.
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(12) Inventory Managenment Unit

a

Review the receiving reports for proper signatures, quantity
conversions, expiration dates, price extensions, etc

b.  Assign voucher number’ to the receiving report. Forward
apProprlate.copy to the receiving report to Finance, Data
Enlrqufo File and file a copy in the Controlled Substance
ile” FY-xx,

c. Enter the items received into the supply accounting system
staWP co?ylcleared and file the receiving report copy in the
voucher file.

5-6.30 SECURITY

(1)

Supplies maintained in the stores stock inventory are accountable
property of the Government and therefore, security nust be nain-
tained. - The enployee designated as the Custodial COfficer for the
facility is accountable for the supplies and is responsible for
maintaining security in order to prevent loss, theft, and msuse
of supplies.

Security of controlled substances, alcohols, precious netals, and

other sensitive itens shall be in accordance wth securltg st or age

as outlined in the HHS Materiel Management Manual 103-27. 302(b%

%gd gs re%gbaed by the Drug Enforcenent Admnistration, CFR Title
, Part :

Only qualified and responsible personnel should be selected and
a55|?ned to supply oFerat[ons. Proper personnel security checks
shoul'd be made on all individuals applying for positions’in a
supply operation

The control I ed substances stora?e areas shall be accessible only
to an absol ute mninmum nunber of specifically authorized
enpl oyees.

Controlled access to all storage areas nust be maintained at al
times. Wen it is necessary for other enployees and non-enplo%-
ees to be in a storage area, they are to be under observation by
an enpl oyee of the supply operation.

Locks and safe combinations should be changed on a periodic basis
anﬁbmmep.there I's a change in personnel who had keys and/or safe
combi nati ons

The storage |ayout (bins, racks, etc.) should be in such a manner
as to allow for visual control of the operation when possible.
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5-6.3P WAREHOUSE

An Area Supply Service Center warehouse is used to store many different
items with varying physical characteristics and storage requirements.

(1) Space Layout

a. Planning a storage layout in terms of the supplies to be
stored involves the intelligent and realistic application of
the basic resource - space. The job becomes increasingly
more difficult as space demands become more critical; there-
fore, the prime objective of warehouse planning is maximum
utilization of available space. Consideration must be given
Ito the following in the development of a warehouse space
ayout :

(1) Office Space - Private or open office space.

(21 Receiving Area - Space to check in and receipt for
supplies.

(3) Issui_ng/ShiIQping Area - Space to consolidate an order
pending delivery or shipment.

(41 Refrigeration Storage - Storage space for stock items
that require refrigeration.

(5) Security Storage - Space required for narcotics, con-
trolled drugs, alcohol, precious metals, etc., that are
stocked.

(6) Flammable Storage - Space required for the storage of
flammable liquids that are stocked.

(71 Hazardous Materials - Space required for the storage of
items classified as hazardous substances, such as,
chemotherapy/cytotoxic drugs.

03) Bin Shelf Space - Bin space required for regular shelf
type stock items. Type and size of bin shelves to be
used, i.e., fixed or track mounted. Height of the bins
should be as high as ceiling height allows. Depth of
the bins should be 24” in lieu of the gene_rall?( used
18” to allow for increased cubic space with [ittle
increase In floor space usage.

(9) Bulk Space - Space required for the storage of stock
items that are not suitable for bin shelf storage.
Bulk racks should be used to take advantage of height.
--- Remember space is vertical and not just horizontal.

Indian Health Manual (9-30-86) TN 86.4



MANAGEMENT SERVICES

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

5-6.3P continued

(10) Other factors: air conditioning and heating require-
ments; floorload capacity; trafftic flow, and lighting.

(2) Stock Id

a.  Stock items are to be arranged in index number sequence
within storage location. Dru(igs, subsistence, and general
stores shall not be commingled.

b. Stock items are to be placed in stock to allow for the
oldest stock or the item with the earliest expiration date
to be pulled/issued first.

c. Bin labels are to be prepared in accordance with Exhibit
S-6.101\(26). Form PHS-4740-3, Bulk Stock Record, is to be
used for the Bulk Location bin labels.

d. The index number should be annotated on the item as it is
placed into stock, when practicable. Do not deface the
manufacturer’s labeling on drug items as in most cases, the
manufacturer will not accept a return when the labeling is
defaced. Do not place stickers on drug containers where
they may cover the Drug Name, Lot Number, Expiration Date or
other Important Information.

(3) Care and Preservation of Supplies

a. The amount and type of care required by any supply item de-
pend upon its particular nature and characteristics. How-
ever, the warehouseman should have a general knowledge of
methods that should be applied to obtain maximum stock pre-
servation. It must be remembered that the preservation of
most items is dependent on proper storage and turnover. In
order to store properly, the warehouseman must know which
items -

(1) Are explosive and/or highly flammable and classified as
hazardous.

(2) Are Oxidizing agents (to be segregated from flammables
and combustibles).

(3) Are normally stored in vault or security area.
(4) Are subject to damage by freezing.
(5) Require freezing temperature for preservation.

(6) Require normal refrigeration for preservation.
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5-6.3P continued -

(7) Are normally limited with respect to keeping time.

(8) Are dangerous to handle for,miscellaneous reasons.

b. Guides for the care of specific types of supplies are listed
below. These guides are not all inclusive but do point up
special storage requirements for certain supply items.

(1) Drugs - Special consideration must be given to the

(21

storage of drugs. Drugs should be stored in accordance

with the manufacturer’s specifications, especially those

subject to liquidation, separation, and permanent sus-

Bension caused by high temperatures. Most drugs should
e protected from freezing conditions.

X-ray Film - X-ray film should be stocked in an upright
position on edge as flat stacking causes pressure damage
and accelerates deterioration. X-ray film is adversely
affected by exposure to high temperature and humidity.
Because of this, it must not be exposed to extremely
high temperatures ,(80 F to 120 F.) for even short
periods of time. The ideal storage for x-ray film is
an area having a temperature of approximately 55 F.
with 50 percent relative humidity. Relative humidity
above 60 percent will cause serious damage. Exposing
the film to low temperatures has no detrimental effect,
providing the humidity does not exceed 60 percent.

(3) Plastic and Rubber Goods - Plastic and rubber supply

items should be stored in a cool, dry, dark, and well
ventilated storage area. They should be kept free from
oils, grease, dust and dirt. High temperatures may
cause certain plastics and similar materials to flow
and change shape.

(4) Subsistence - Areas having the lowest temperatures (but

not below freezing), good ventilation, and minimum
exposure to sunlight are preferred for the storage of
wet-pack subsistence packed in cans or glassware.
Dry-%ack subsistence items such as flour, dried peas
and beans, etc., should be stored in an area providing
the least amount of heat.

(5) Storage areas selected for the warehousing of any sub-

sistence stock should he free from roof leaks or other
leaks which permit entrance of water or moisture.
Subsistence stocks should not be stored in direct
contact with walls or floors.
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(6) Food Storage Cuide for Schools and Institutions as
published by USDA, Exhibit 5-6.10A(27) outlines the
storage requirements for various foods.

(7) Chenot herapy/ Cytotoxic Drugs - These items are classi-
fied as hazardous substances and as such are to be
stored separate fromother itens. The storage area is
to be posted with a [arge warning sign and a sign
detailing spill procedures.

(4) Insect and Rodent Contro

a.  Insects annually destroy or render unfit for human consunp-
tion enormous quantities of food. As infestation may occur
even under ideal warehouse conditions, it is only through
constant vigilance and pronpt action that |osses fromthis
cause may he prevented or held to a minimum Refer to

Exhibit 5-6.10A(28) for sanmples of insects that infest
-stored subsi stence.

b.  Rats and mice destroy or render unfit for human consunption
enormous quantities of food each year. Control measures
shoul d be applied not only froman econom ¢ standpoint but
al so because these pests are nenace to human health by
spreading disease

c. Federal Food and [Xu? regul ations prohibit the use, for
human consunption, of food that has been contam nated by
rodents. The presence of insects, their remains, or their
excrement renders food products unfit for human consunption
according to FDA standards. Therefore, subsistence itens
that have been infested by insects and/or rodents are not to
be issued for use, but destroyed.

(5) Housekeeping and Fire Safety Practices

a.  Housekeeping

(1) Good housekeeping is recognized as an essential
requirement for an efficient and econom cal warehouse
operation. Sone of the major benefits to be derived
fromthe maintenance of good housekeeping practices are:

Conservation of space, equipment, operating
materials, tine, and effort;

Protection of supplies
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Elimnation of accident and fire hazards;

I ncreased enpl oyee norale.

(2) The existence of poor housekeeping generally reflects

negligence and carel essness. In nost cases, this
condition is traceable to inadequate supervision and
failure to maintain the nost elenentary standards. For
maxi mum operating efficiency, proper prestige, and for
moral e purposes, the maintenance of the highest
standards of housekeeping and orderliness should be
enforced in the warehouse at all tines.

(3) A fundanmental rule of good housekeeping is that cleanup

action should be considered as a part of the operation
itself and carried out progressively rather than as
separate periodic acconplishnents. = In other words, the
proper tinme to clean up debris, scrape, etc., is as
soon as practicable after such has accunul ated. This
does not elimnate the need for a periodic inspection
and systematic cleanup such as an “end of the day”

cleanup of the bin area, or a weekly sweeping of the
entire warehouse

b. Firesafety

(11

“Fire consciousness” cannot be overenPhaS|zed, and |ike
“safety” and “good housekeeping” should be integrated
into everyday warehouse operation. Were adequate
“fire consciousness” exists, and proper preventive
measures are taken, fires seldomoccur. In the event
they do occur, pronpt and proper protective action
mninizes their seriousness. To assure pronpt and
proper protective action during any emergency requires
a thorough know edge of applicable fire protection
regul ations and equi pnent, together with the devel op-

ment of planned procedures and drills executed for
practical effect.

(2) Through a fornulated fire plan, witten procedures,

tra|n|n?, posted notices, and periodic denonstrations
and drills, all warehouse/supply personnel should
become aware of the extrene inportance of being “fire
conscious”.  Each enployee nust know what he can do to
elimnate conditions incident to the starting of fires,
and what to do in case of fire. Specifically this
under standi ng shoul d include:

‘Indian Health Manual
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(4 General information of the local fire-prevention
and fire-control regulations, the firefighting
equi pment installed in the building and Its exact
location and intended use.

(b) Famliarity of the storage and housekeepi ng
practice, and any special hazards that exist.

k) Howto identify and give a fire alarmpronptly on
discovery of a fire.

cd> How to use the various types of “first aid" fire
extingui sher.

(e) Place in the plan for evacuation or auxiliary
firefighting organization.

w  \Were smoking is permtted in the warehouse, and
what |ocations, for safety purposes, are
classified as non-smoking  areas.

(3) SUFpIYIpersonneI shal | cooperate fully with the facil-
ity fire marshal 1l and with the local fire department to
obtain maxi mum technical assistance. Routine inspec-
tion of the warehouse by the facility fire marshall and
or local fire department should be nade and encouraged
by supply personnel

(6) Periodic Inspection

a.  To insure a good warehouse operation, a weekly and/or
monthl'y inspection of the warehouse should be made. The
i nspection should be made bY the SSC Director. These
inspections will have the effect of assuring that:

(1) Odest stocks are bheing issued first.

(2) Approved methods of storage and segregation are being

(3) The best method of preservation for each particular
type of supply, such as protection against heat, odors,
cl[imatic conditions, dust, etc., is being utilized.

:(4) Damaged, deteriorated or infested su? lies are
segregated from other supplies, and that standard
rodent and insect control is being enforced.

(5) Debris, scrap, etc., is being remved fromaisles and
storage areas.
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(6) safety, security, and fire regulations are being

(7) Supplies are being handled properly and safely.
(8) Excess stock is reported pronptly for disposition.
(7) Training/Orientation

a. It is reconmended that enployees en%aged I n warehousing and
in warehouse space layouts attend the General Services
ﬁgmdpj stration (GSA) course on Storage and Mterials

ndl i ng.

b.  Oientation should be given to all new enployees as to their
duties in the warehouse. The-orientation should include:
fire, safety, and housekeeping. procedures and regulations;
storage procedures; warehouse |ayout; any unsafe conditions
in the warehouse shoul d he pointed out, etc.

5-6.3Q DI SPOSAL OF QUTDATED SUPPLIES
(1) Qutdated Itenms in Stores Stock Inventory

a. \r ehouse  Super vi sor :

(11 Removes outdated stores stock items fromstock and
places themin a holding area pending final disposition.
Note: Controlled Substances w |l be handled by the
stodial Officer for Controlled Substances).

(2) Conpletes the Warehouse Action section of the outdated
Stores Stock Disposal Wrksheet, Exhibit 5-6.10A(19),
or|?| nal and 2 copies. Assigns the next available
control number from Register of Wrksheet Control

Nunbers Assigned, Exhibit 5-6.10A(21), to the Qutdated

Stores Stock Disposal \Wrksheet: Place one (1) copy of

the worksheet with the outdated supPIy, forward the

original, plus 1 copy, to the Inventory Management Unit.

(31 U?on receipt of the oriv\%i nal cop¥ of the Qutdated
Stores Stock D|sloosa| Orksheet trom the Procurement
Unit and/or Supply Service Center Director, take the
fol lowng action:

(a) Non-Returnable Itenms - Review the Qutdated Stores
Stock Drsposal Vérksheet for proper S|?natures;
obtain" witnesses; destroy iten{ s) stafe method of
destruction used on reverse side of the worksheet:
you and the wtnesses sign and date the worksheet;
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and return the original Outdated Stores Stock
Disposal Worksheet to the Procurement Unit.

(1) Items shall be destroyed in such a manner as
to ensure total destruction of the items to
preclude the utilization of ,any portion
thereof. The destruction shall be in accor-
dance with Federal, State, and local air and
water pollution control standards.

(2) Chemotherapg//Cytotoxic drugs must be disposed
of in accordance with applicable regulations
as they are are regarded as toxic (hazardous)
wastes.

(b) Returnable | terns - Follow the method of Return as

indicated on the worksheet, i.e., parcel post,
registered mail, prepaid express, GBL, etc. Pack
the ‘items, for return, forward to vendor, sign and
date the worksheet as mailed by, and return the
original Outdated Stores Stock Disposal Worksheet
to the Procurement Unit. When items are picked up
by the vendor representative, have that person
sign and date the worksheet as picked up by.

b. Custodial Officer for Controlled Substances:

(1) Removes outdated Control Substance stores stock items
from stock and places them in a holding area pending
final disposition.

(2) Completes the Warehouse Action section of the Outdated
Stores Stock Disposal Worksheet, Exhibit 5-6.10A(19),
original and 2 copies. Obtains Worksheet Control
Number from Warehouse Supervisor. Place one (1) copy
of the. worksheet with the outdated items and forward
the original, plus 1 copy, to the Inventory Management

Unit.

(3) Upon receipt of the original copy of the Outdated
Stores Stock Disposal Worksheet back from the
Procurement Unit, take the following action.

(@) Non-Returnable Items - Pack and send by registered

mail to the Special Agent in Charge of the DEA
District Office that serves your location.

Include coPy of DEA .Form 41 with shipment. Post
the transfer to your perpetual inventory record,
HRS-175." Sign and date the worksheet as mailed by

Indian Health Manual

(9-30-86) TN 864



MANAGEMENT SERVICES
CHAPTER ©
SUPPLY MANAGEMENI' - CENTRAL OPERATIONS

5-6.3Q continued

and annotate the registered mail receipt number in
method of return block. Return the original .
Outdated Stores Stock Disposal Worksheet to the
Procurement Unit.

(b) Returnable Items - Pack and send by registered
mail to the vendor. Include any required docu-
ments with shipment. Post the return to your
perpetual inventory record, HRS-175. Sign and
date the worksheet as mailed by and annotate the
registered mail receipt number in method of return,
block. Return the, original worksheet to the
Procurement Unit. Note: When items are picked up
by the vendor representative, have that person
sign and date the worksheet as picked up by.

c. Inventory Management Unit:

(1) Initiates emergency purchase action for the item, if

(2). Completes the Inventory Management action section of
the Outdated Stores Stock Disposal Worksheet.

(3) Prepare and process Inventory Adjustment Document,
OIHHS-365. Refer to Exhibit 5-6.10A(23) for a sample
ocument.

(4) Forward the original, plus -1 copy, of the Outdated
Stores Stock Disposal Worksheet to the Procurement Unit.

d. Procurement Unit:

(1) Enter apg_ropriate data on Supply Disposal Log. Refer
to Exhibit 5-6.10A(37) for a sample Disposal Log.

(2) Determines whether or not the item is returnable to the
vendor for credit/exchange.

(3) If item is not returnable - Non-Controlled Item:

(a) Check Non-Returnable block, sign and date the
worksheet .  Keep the copy in a “Pending Disposal
File” and forward the original Outdated Stores
%t_ock Disposal Worksheet to Supply Service Center

irector. .

(b) Upon receipt of the original Outdated Stores Stock
Disposal Worksheet back from the Warehousing Unit:
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(1) checks the’ worksheet to ensure that all
required signatures are complete;

(2) pull ,and.destroy copy from “Pending Disposal

(3) completes the Supply Disposal Log and files
the original Outdated Stores Stock Disposal

Wcirksheet in the “Outdated Item Disposal
File”.

(4) If_item is not returnable - Controlled Substances:

(a) Complete the DEA Form 41 per instructions
contained on reverse side of form. Refer to
Exhibit 5-6.10A(4) for a sample form.

(b) Mail the original and 1 copy of DEA Form 41 to

Special Agent in Charge of the DEA District Office
that serves your location.

(cl Forward 1 copy of DEA Form 41 and the original
Outdated Stores stock Disposal Worksheet to the
Custodial Officer(s) for Controlled Substances.

(d) File one copy of DEA Form 41 and one copy of the
worksheet in the “Pending Disposal File”.

(e ) Upon receipt of the original Outdated Stores Stock
Disposal Worksheet back from the Custodial Officer
for Controlled Substances, replace the copy in the
“Pending Disposal File” with the original copy.

(fl  Upon receipt ‘of the signed copy of DEA Form 41
from DEA, pull the pending copies from the
“Pending Disposal File”, complete the Suppl%/
Disposal Log; forward the DEA signed copy of Form
41 to Inventory Management for filing in the
“Controlled Substance File FY-xx; and file the

original worksheet and copy of DEA Form 41 in the
“Outdated Item Disposal File”.

(5) If_item is_returnable:

(a) Obtains appropriate approval/document from vendor
for items that are to he returned for
credit/exchange.
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(b) Consults with Inventory Managenent Unit on itens
to be acquired, if exchange, and advises them on
other returns.

(c) On replaced/ exchange itens prepare HHS-365,
Inventory Adjustment, and forward to rehousing
Unit for their use as a receivi n? report. Refer
to Exhibit 5-6.10A(38) for a sanple docunent.

(d) Conplete the Procurement Action section of the
Qutdated Stores Stock Disposal Wrksheet. Forward
the original to the Warehouse Supervisor and file
the copy in the “Pending Disposal File".

(e) Upon receipt of the original Qutdated Stores Stock
sposal Docunent back; pull and destroy coFy from
“ Pendi nP Disposal File"; complete the “Supﬁy _
Disposal Log"; and file the original worksheet in
the “Qutdated Item Disposal File".

(f) It is suggested that a separate file be estab-
lished for “Vendor Credit Memps”. Credit Menos
shogld be applied to next purchase order to that
vendor .

(2) Qutdated Itenms Returned from Individual Facilities/Service Units

a.  Receiving Agent - Supply Service Center:

(1) Receipts for incoming shipnents of outdated returns
fromfacilities. Conpletes date received and received
by colums of \Mrehouse section of the Qutdated Supply
Disposition Record, Exhibit 5-6.10A(56). Returns one
(1) copy of the Qutdated Supply Disposition Record to
the shipping facility.

(2) Gves the items received and the original plus 2 copies
of the Qutdated .Suppl%/ Di sposition Record to the
\\r ehouse Supervisor for Non-Controlled Itens and for
Controlled Items to the Custodial Oficer(s) for
Controlled Substances.

h.  \rehouse Supervisor:

(1) Places the items in holding area pending final

di sposition;, annotates stored |ocation on outdated
Sup?ly Di sposition Record; assigns next available
control nunber fromthe Register of Wrksheet Control
Nunbers assigned to the record; place one (1) copy of
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the record with the outdated items; and forwards the
original; plus 1 copy of the Qutdated Supply
Disposition Record to the Procurement Unit.

(2) ngn receipt of the original copy of the Qutdated
upply Disposition Record back take the follow ng
action

(a) Non-Returnable Items - Review the Qutdated Supply
Disposition Record for roper signatures; obtain
W tnesses; destroy ,|ten(sf state nethod of
destruction used on reverse side of the worksheet;
you and the wtnesses sign and date the worksheet;
and return the original Qutdated Supplﬁ_
Di sposition Record to the Procurement Unit.

(1) Itens shall be destroyed in such a manner as
, to ensure total destruction of the items to
preclude the utilization of anr ortion
thereof? The destruction shall be in accord-
ance with Federal, State, and local air and
wat er-pol [ ution control standards.

(2) Cnemotherapy/ Cytotoxic drugs nust be disposed
of in accordance with applicable regulations
as %hey are are regarded as toxic (hazardous)
wast es.

(b) Returnable Items - Follow the method of Return as
Indrcated on the record, i.e., parcel Post, regis-
tered mail, prepaid express, GBL, etc. Pack the
itens for return, forward to vendor, sign and date
the worksheet as mailed by, and return the origi-
nal CQutdated Supply Disposition Record to the
Procurement Unit. ~Wen itens are picked up by the
vendor representative, have that person sign and
date the record as picked up by.

C.  Custodial Oficer(s) for Controlled Substances

(1) Places the items in the security storage area; obtain
wor ksheet control nunber from Vérehouse Supervisor
pl ace one gl) copy of the record with the itens; and

Loyyﬁrds the original plus 1 copy, to the Procurenent.
nit.

(2) LEon receipt of the original copy of the Qutdated
upply Disposition Record back fromthe Procurenment
Unit, take the follow ng action.
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5-6.3Q continued

(al Non-Returnable Items - Pack and send by registered
mail to the Special Agent in Charge of the DEA
District Office that serves your location.

Include copy of DEA Form 41 with shipment. Sign
and date the worksheet as mailed by and annotate
the registered mail receipt number in method of
return block. ‘Return the original Outdated Supply
Disposition Record to the Procurement Unit.

(b) Returnable Items - Pack and send by registered
mail to the vendor. Include any required
documents’ with shipment. Post the return to your
perpetual inventory record, HRS-175, Sign and
date the record as mailed by and annotate the
registered mail receipt number in method of return
block. Return the original record to the Procure-
ment Unit. Note: When items are picked up by the
vendor representative, have that person sign and
date the worksheet as picked up by.

d. Procurement Unit:

(1) Enter appropriate data on Supply Disposal Log. Refer
to Exhibit 5-6.10A(37) for a sample Disposal Log.

(2) Determines whether or not the item is returnable to the
vendor for credit/exchange.

(3) If item is not returnable - Non-Controlled Item:

(@) Check Non-Returnable block, sign and date the
worksheet. Keep the copy in a “Pending Disposal
File” and forward the original Outdated Supply
Disposition Record to Supply Service Center
Director and Area Executive Officer for approval
for destruction.

(b) Upon receipt of the original Outdated Supply
Disposition Record back from the Warehousing Unit:

(1) checks the worksheet to ensure that all
required signatures are complete;

(2) pull ,and destroy copy from “Pending Disposal

1

(8) completes the Supply Disposal Log and files
the original Outdated Supply Disposition
Record In the “Outdated Item Disposal File”.
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5-6.3Q continued

(4) If_itemis not returnable - Controlled Substances:

(a) Conplete the DEA Form 41 per instructions
contained on reverse side of form Refer to
Exhibit 5-6.10A(4) for a sanple form

(b) Mail the original and 1 copy of DEA Form4l to
Sﬁem al Agent in Charge of the DEA District Ofice
that serves your |ocafion.

(c) Forward 1 copy of DEA Form 41 and the original
Qutdated Suppl’y Dispo sition Record to the
Cust odi al f|cerFs) for Controlled Substances.

(d) File one copy of DEA Form4l and one copy of the
worksheet in the “Pending Disposal File".

(e) U&on receipt of the original Qutdated S.upf)ly .
sposition Record back fromthe Custodial Oficer
for Controlled Substances, file the copy in the
*'Pending Disposal File” with the other "pending
copi es.

01 Upon receipt of the signed copy of DEA Form 41
from DEA, pull the pending copies fromthe
* Pend nP Disposal File”, conplete the Supplr
Di sposal Log; forward the DEA S|%ned copy of Form
41 and the copy of the Qutdated upP] ?/ sposition
Record to Inventory l\/hnaPerrent for i |n? In the
*Control | ed Substance File FY-xx; and file the
original record and coPy of DE4 Form4l in the
“Qutdated Item Disposal File".

(5) If itemis returnable:

(a) Obtains appropriate approval/document from vendor
for itens that are to be returned for
credit/exchange.

(b) If exchange, consults with Inventory Mnagement
Unit on items to be acquired.

(c) On replaced/exchange items prepare HHS-365,
Inventory Adjustment, and forward to \Mrehousing
Unit for their use as a receivi n? report. Refer
to Exhibit 5-6.10A(38) for a sanple document.

(d) OonPI ete the Procurement Action section ‘of the
Qutdat ed Supply Disposition Record. Forward the
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5-6.3Q continued

original to the \\rehouse SuFeryisor and file the
copy in the “Pending ‘Disposal File".

(e) %Bon receipt of the original Qutdated Supply
sposition Record back;.Full and destro% cogy
from “Pending Disposal File"; conplete the “Supply
Disposal Log"; and file the original worksheet in
the “Qutdated Item Disposal File".

(f) It is suggested that a separate file be’ .
established for “Vendor Credit Memos”. Credit
Mermos shoul d be applied to next purchase order to
that vendor.

5-6.3R DISPCSAL OF DETERI CRATED DAMAGED STQCK | TEMS

(11 Items in stores stock inventory which are deteriorated/ damaged or
ot herwi se unusable are to be removed fromstores stock and placed
in a holding area pending final disposition

(2) Controlled Substances which are deterjorated/ damaged or otherw se
unusabl e are to be sent to the Special Agent in Charge, DEA
District Office, that serves your location. Refer to procedures
outlined in 5-6.3Q

(3) Items that are deteriorated/ damaged are to be |isted on HHS-365
Inventory Adjustnent Docunent. The initiator of the HHS-365 is
tpthnfhudeta conpl ete statement in block 6 as to what is wong
Wi e item

(4) Once approval is obtained (block 7), the iten(s) are to be
di sposed of per approval .

(5) [Items approved for disposal by destruction shall be destroyed in
such a manner as to ensure total destruction of the items to
preclude the utilization of any portion thereof. The destruction
shall be in accordance with Federal, State, and local air and
water pollution control standards.

(6) Chenotherapy/cytotoxic drugs nust be disposed of in accordance
wi th applicable regulations as they are regarded as toxic
(hazardous) wastes.

(7) Refer to Exhibit 56.10A(41) for a sanple disposal by destruction
docunent
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5-6.3S AUTHORI TY TO APPROVE SUPPLY DI SPOSALS BY DESTRUCTI ON

(1) The Area/Program Director, his/her Deputy Director or Executive
Oficer, may approve of di sposal by destruction within the
followng limtations by category.

a. Controlled Substances - Any accunulation of controlled
substances havi nﬂ a total acquisition value of less than
$500, provided that the Regional Director, DEA has approved
the iten(s) for local destruction.

b.  Drugs, Biologicals, and Reagents - Any accunulation which
Includes open or Dbroken contarners having a total acqui-
sition value of less than $500 per manufacturer's |ot or
batch nunber and does not exceed $1,000 per line item

C. Qher Expendable Stock Itens - AnK accumul ation having a
fofal acquisitron value of Tess than $1,000 per line item

(2) Chief, Mteriel Mnagement Branch, HRSA, is the approvi ng aut hor -
ity when the-authority of the Area/Pro ram Director would be
exceeded. Refer to Exhibit 5-6.10442)

a. Forward the original and two (2) copies of the HHS-365, with
any ot her supPoang docunments, to Chief, SuppIY Management
Branch, |HS, tor Brocesm ng to HRSA when the authority of
the Area/Program

5-6. 3T PRODUCT RECALLS

(1) The Supply Service Center Director is to designate an individual
to handle Product Recalls.

rector would be exceeded.

(2) Imediate action is to be taken by the Supply Service Center to
rferm\ﬁe recalled itemfromstock inventory and to notify the users
of the item

(3) CLASS | - RECALL - A situation in which there is a reasonable
posSibiTIty thal the use of, or exposure to, a product wll cause
serious, adverse health consequences or death.

2. Notify primary users directly by telephone. Send follow up
menor andum to “each facility.

(4) CLASS || - RECALL - A situation in which the use of, or exposure
[0, a proguct may cause tenporary or nedical I?/ reversible adverse
y 0

heal th consequence or where the possibilit serious adverse
health consequences 1S renote.

a.  Notify each facility Prqpertty and Supply Officer by
tel ephone and al so provide the known users. Send tollow up
menmorandum to each facility.
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5-6.3T continued

(5) CLASS |1l - RECALL - A situation in which the use of, or exposure
to, a product 1s not likely to cause adverse health consequences.

a. Notify facilities by memorandum.

(6) Disposal of recalled products is to be in accordance with
instructions provided in the recall notice. HHS-365 or HHS-22

can be used to document the disposal and to adjust the inventory
records.

(7) A file is to be maintained on all Product Recalls and action
taken.

5-6.3U QUALITY CONTROL/ASSURANCE PROGRAM

(1) A Quality Control/Assurance Program for supplies is to be
established. Such a program would assess if the Supply Service
Center is providing products of acceptable quality to users,

identify problems and provide for corrective action where
necessary.

(2) Goals and Objectives of the Quality Control/Assurance Program:

a. To ensure that supplies are rendered worthy and acceptable
for their proper use.

b. To ensure that supplies are stored and handled properly so
users will receive them with quality intact.

c. To ensure that supplies are purchased that will meet pre-
determined specifications and qualities.

d.  To ensure that drugs are purchased from vendors whose pro-
ducts are therapeutically bioequivalent to one another.

e. To make changes and improvements where necessary in the
quality of supplies to provide safe and effective items.

f. To establish and maintain a quality-conscious environment.
(3) Quality Control Coordinator:

a. A Quality Control Coordinator is to be appointed for each
Supply Service Center.

b.  The Coordinator shall be responsible for the following:

(1) Investigating and evaluating Quality,
Complaint/Improvement Reports.
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5-6.3U continued
(2) Processing of all quality complaint reports.

(3) Institute and coordinate changes where necessary to
correct problems.

(4) Conduct random sampling of supply items to ensure that
items meet product specifications and quality.

(5) Assist warehouse supervisor in establishing, monitoring
and maintaining a warehouse quality control program.

(6) Assist procurement staff in understanding product
specifications and drug therapeutic bioequivalence and
their importance.

(7) Provide consultation and information to health

professionals on supply items stocked in the Supply
Service Center.

(8) Maintains records, on Quality Complaints received and
action taken.

.(4) Reporting of Quality Control Complaints

(a) Service Units are to report any complaints on the “Quality
Complaint/Improvement Report Form, Exhibit 5-6.10A(57).
Note: Users should be notified of action taken to correct
resolve problems they report.

(b) Quality Control Coordinator submits item complaints as

(1) VA Supply Items - Submit a Quality.Improvement Report,
SF-380, to the VA Marketing Center.

(2) Perry Point Items - Submit a Quality Improvement
Report, SF-380, to Director, Supply Service Center,
Perry Point.

(3) GSA Items - Submit a Quality Deficiency Report, SF-368,
to GSA.

(4) Drugs, Medical Devices and Laboratory Products - Report
problems to the USP Product Problem Reporting Program
(1-800-638-6725)

(5) Other Items - Contact vendor sales representatives or
the vendor, Quality Assurance Staff.
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5-6.3U continued
(5) Warehouse Quality Control:’

a.  Storage guidelines should be established and followed. See
Section 5-6.3P for examples of guidelines on product storage.

b. Storage areas should be routinely inspected by the Ar ea
Sanitarian for adequate storage of subsistence items; insect
and rodent infestation; dented and leaking cans; etc.

c. There should, be routine temperature monitoring of warehouse
refrigerators and storage areas. The installation of
temperature monitoring alarms may be helpful.

d.  Packing guidelines should be established for warehouse
workers to follow, i.e., cleaning supplies should not be
packed in a container/box with other items.

e.  Expiration dates of products should be routinely checked and
monitored. utilizing Report No. 24, Supply Expiration Report.

f. Rotation guidelines should be established for warehouse
workers to follow. Last in, last out is not always the best
policy. Items should also be warehoused and rotated
according to expiration dates.

g. Issuing guidelines on certain items should be established
for warehouse workers to follow, i.e., canned food items
with gents along the seam, leaking or swollen should not be
issued.

h. Inservice training for warehouse workers should be ongoing
to instruct them in the proper handling of sterile items and
the reason for such; proper handling of any dangerous items;
etc.

(6) Specifications and qualities that are needed in each item should
be predetermined to avoid problems with obtaining unusable
supplies or supplies of poor quality.

(7) Drug Bioequivalence - Procurement agents should routinely utilize
the FDA Publication “Approved Prescription Drug Products with
Therapeutic Equivalence Evaluations” when changing drug vendors
to ensure a drug is purchased that is therapeutically bioequiv-
alent to the one previously being purchased.

(8) Random sampling should be done on a scheduled basis to ensure

that items meet product specifications and quality. Efforts
should be concentrated on items obtained from non-Government

sources; the VA and GSA depots also conduct random sampling.
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5-6.3V AREA SUPPLY COWM TTEES

(1) Area Supply Commttees are to be established for each of the
fol low ng supply categories/specialties, as appropriate.

a.
b.
C.
d.
€.
f

g

Dental Supplies

Drugs and Pharmaceutical s
Housekeeping Itens

Laboratory Supplies

Medi cal Supplies

Subsi stence and Dietary Supplies

X-Ray Supplies

(2) Conmttees in other categories/specialties can also be estab-
|ished as needed.- These commttees may also be referred to as
Standardi zation Commttees, Cost-Containment Comnmittees, or other
simlar termnol ogy.

(3) CGoals and objectives of each supply conmttee is to:

d.

| mprove supply efficiency and provide a nore economca
service

Det erm ne standard.Products_and sizes that can be utilized
by all or most facilities within the Area and stocked by the
Supply Service Center.

Set standards of product acceptability.

Reduce the nunber of essentially identical products that are
Xtocked and purchased by the Supply Service Center and the
rea

Monitor the usage of supplies within the Area and nmake
recomendations to the appropriate admnistrative personne
and to the Supply Service Center.

Serve as a link between the supply managenent function and
the providers of health care.

Assi st departnent heads in understanding mutual problens in
reference to supplies.

Keep the Supply Center, Service Unit, supply staff, and
admnistration informed and abreast of changes in products.
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5-6. 3V continued

Eval uate the volumnous and continuous flow of new and
i nproved products.

5 Provide the nechanismto ensure an inproved |evel of patient

care through product evaluation with enphasis on the quality
of care and the containment of costs.

Reduce the expense of educating and training personnel to-

the many and varied products and techniques through
standar di zat i on.

(4) Conmttee Representation:

..

Area Supply Comm ttees shoul d include representation by both
Area OFtice personnel and Service Unit personnel. It is

al so advisable to have field clinic representation where
appropriate and possible.

Comm ttee menmbers shoul d be individuals who are experienced,
know te.dgeabl e, and well respected in their field of
expertise.

Each commttee should consist of at [east three menbers, but
no nore than 6-7 menbers for maxinum effectiveness.
Committee. menbers should be approved and ap#)ointed by the

,lArea Director. Refer to Exhibit 5-6.10A(58) for a sanple
etter.

(5) Area Supply Conmttee Coordinator:

a.

Each Supply Service Center is to have a person designated as
the Supgly Comm ttee Coordinator. The Coordinator shall be
responsible for the follow ng:

(1) Arranging conmittee meetings

(2) Preparing agendas-

_(3) Conducting meetings

) Witing meeting sunmaries

) Working with Supply Center staff to institute changes
) Notifying users of supply changes
)
)

Fol lowing up to ensure changes are nade

o ~N o o1 B~

(
(
(
(
(

Preparing and maintaining the Supply Service Center,
supply catalog
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(9) Recommending supply committee members to the Area
Director.

b. The Coordinator should be a health professional, such as a
Pharmacist to enable this person to relate to other health
professionals in a more efficient and effective manner.

c. The Coordinator should have experience in hospital/clinic
settings and have a basic knowledge and understandin? of
Government Property and Procurement regulations. He/she
should also have an understanding of inventory management
and warehouse principles.

d.  The Coordinator must be able to communicate well with all
t)épes of people and be persuasive to accomplish the
objectives of the program.

(6) Committee Meetings:

a. Area Supply Committees should.meet at least annually and
more often as determined necessary to accomplish the program
. objectives. These committee meetings can many times
conducted just prior to or after other area meetings to
reduce travel and per diem costs.

b. A typical Committee meeting should include some or all of
the following:

(1) Review of all supply items in stores stock that fall
\_Nltlhlé’] the committee’s expertise. Review should
include:

(a) Continued need for the item.
(b) Product specifications and need for any change.

(¢) Usage by location and department (Supply Reports
No. 80 & No. 47 provides this information).

(d) Product Costs.
(e) Units of Issue.

(f) Other topics as determined necessary by the
committee.

(2) Review and approve/disapprove New Stock Item Requests;
as submitted to the Committee Coordinator.
tee may recommend a further evaluation or cost study be
conducted before a final approval/disapproval is made.
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5-6.3V continued

Several publications are available to assist the
committee in evaluating supply items including the
Health Devices Journal (published monthly by ECRI),
Evaluation of New Products (published periodically by
the VA Marketing Center), etc. One of the more
important objectives is to avoid adding unnecessary
item duplications.

(3) Determine essential specifications and qualities needed
in new supply items. The committee should be cautious
not to include standards not really needed to contain
cost where possible.

(4) Address problems with supply items as presented by the
Supply Committee Coordinator or committee member(s).

(5) Conduct value analysis comparisons and studies. This
is finding items to accomplish the same end means at a
lower cost without any loss in quality.

(6) Make recommendations to other Area Supply Committees,

Supply Service Center personnel, and area administra-
tion as appropriate.

Each committee meeting may be attended by other personnel,
however, they should be considered non-voting members. It

is beneficial to have the Procurement Agent and the Inventory

Management Specialist from the Supply Service Center attend

these meetings as ,resource people, It is recommended, as a
eneral rule, that vendor sales representatives not be al-
owed to attend meetings unless the committee members agree

to them attending for a specific purpose prior to the
meeting.

(7) Reports:

a.

A summary of each meeting is to be written by the Supply
Committee Coordinator and submitted to the Area Director.
Copies distributed to all committee members. Supply Service
Center staff, to other appropriate personnel, and to other
Area Supply Service Centers. Refer to Exhibit 5-6.10A(59).

The Suppl){] Committee Coordinator is to submit an annual
report to the Area Director summarizing the accomplishments

of the committees, problems, recommendations for future
changes and improvements.

(8) Potential Benefits of Supply Committees
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5-6.3V continued

a.

Potential Cost Savings:-

(1) Cost savings through elimination of essentially
identical items.

(2) cost savings through quantity discounts.
(3) Cost savings through value. analysis.

(4) Cost savings through strenghtened negotiating power
with vendors (open market items).

[(5) Cost savings through utilization reviews. Supply
-committees many times discover misuse or excessive use
of certain su%oly items. Reasons, for these can be
identified and possibly corrected resulting in cost
savings.

(6) Cost savings through equipment standardization.
Potential Benefits of Standardization:

(1) Standardization usually eliminates problems caused by
insufficient order quantities to meet minimum order
requirements.

(2) Standardization establishes a logical inventory without
unnecessary duplications. It establishes a formulary
of products approved for use in the Area.

(31 Standardization can reduce losses due to outdated
merchandise because of faster stock turnover.

(4) Standardization prevents the introduction of new
products that will duplicate those currently in use.

(5) Supply Standardization can serve to standardize _
procedures so that methods of application are identical
throughout the Area.

(6) Standardization can establish a common goal among
departments at different facilities previously
insulated from one another. All feel like they are
doing their part for cost savings and improve
efficiency.

(7) Standardization can enhance the development of product
specifications and standards of acceptability which
ensure the same item will be purchased each time.
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5-6. 3V continued

(8) Standardization can remove the pressure of approving/
dIS&prOVIng itens away from one person/departnent and
puts the responsibility on a conmttee of users.

(9) Standardization can establish a neans of conmunication
between users, departments, facilities, management,
Supply Service Center, vendors, etc

(10) Standardization can Provide for peer review of itens hy
“experts” in the field and reduces preferences and
frivolous conplaints and problens.

(11) Standardization can provide an effective structure to
meet today's need in a cost effective way.

(12) Standardization can reduce carrying costs involved wth
inventory control,

(131. Standardi zation can lead to inproved vendor service
Conpany representatives want to keep the business and
are nore mn|||ng.to provide inservice and answer all
questions regarding their itens.

5-6. 3W NEW STORES STOCK | TEM

(1)

In general, recurring use itens that |end themselves to a storage
and distribution system should be maintained in the stores stoc
Inventory system This reduces the cupboard stock storaﬁe
requirenents, provides planned procurement, and establishes
detail usage and cost records.

Drug items naintained in the stores stock inventory system nust
have been approved by the Service Unit and/or Area Pharmacy and

Therapeutics  Comm ttee. Requests for other itens to be stocked
shoul'd be approved by one of the Area Supply Committees.

An item may be requested for inclusion into the stores stock

| nventory at ang time bﬁ the consumer (through the Service Unit
Supply DePt.), ervice Unit Supply/Standardization Committee

Area Supply/ Standardization Conmttee, or other Area Pharmacy and
Therapeutics Comittee.

The New Item Request formis to be used to request items to be
added to the stores stock inventory system This formis to be
conpleted in accordance with Exhibit 5-6.10A(34) and forwarded to
the Supply Service Center. Upon receipt of the form it should
be reviewed by the_SuPpIy Comm ttee Coordinator to determne if
the itemis a duplicate itemor if a suitable substitute itemis
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5-6.3W continued

already in stores stock. Every attempt possible should be made

to reduce, restrict, or contain the number of essentially
duplicate items through standardization. The request may be
referred to the appropriate Supply Committee.Members for a
decision or placed on the agenda at the next meeting.

(5) The following criteria are some that should be considered when
determining If an item should be a stores stock item:

a. Multiple Users - The greater the number of users, the
greater the need to be a stores item. A questionnaire may
be distributed to all facilities to determine if other users
have a need for the item and to gather anticipated usage.

b.  Heavy Volume/Frequent Use - An item should have six or more
calls per year and should have been procured as a direct
issue item with proven usage history (items should not be
stocked solely on the assumption that such an addition will
save money).

c. Annual Issue Value - Should be at least $100 or more per
year.

d. IS_k]leI)f Life - Should have six months or more dating (shelf
ife).

e.  Storage Requirements - Item size should be considered (bulky
items should receive higher priority).

f. Length of Time on the Market - New products should be stable
on the market prior to addition to stock (generally this
means 2-3 years of use and no safety problems).

g. Safety Factor - Safety in handling and storage should be
considered.

61  If the decision is made not to add the item to stores stock, the
New Item Request form should be returned to the requisitioner
with an explanation of the reasons why it was rejected.

(7) If the item is approved for addition to stores stock, it is
submitted to the Inventory Management Unit for index number
assignment and completion. The Inventory Management staff should
coordinate the assignment of the index number with the Warehouse
Supervisor to ensure a number is assigned where space is
available to avoid unnecessary rewarehousing.

(8) The Inventory Management staff should determine if an excessive
amount of consumer’s stock is on hand (quantity over 30-day
supply) and coordinate the transfer of the excessive amount to
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5.06. 3W conti nued

the Supply Service Center; The Inventory Managenent staff shoul d
determne the purchase quantity required and prepare a requisi-
tion for start-up stock. Based on the quantity returned to stock
and the projected usage, it may not be necessary to inmmediately
purchase the item A bin |abel should also he “prepared.

(9) The procurement staff should,Prepare a procurenent card for the
item and purchase the item it necessary.

(10) A menorandum shoul d be initiated to all consumers informng them
the itemw || be available as of (date) or is currently available.

(11) The authorization to transfer funds froma Service Unit’s direct
I ssue account to the Supply Service Center for stores stock
purchases is done according to the usual mechanismwithin each
respective Area

(12) \hen an Area Supply Commttee identifies/determnes that a new
product has advantages (cost, clinical, safety, etc.) over an
item in stock at the Supply Service Center, it is assumed that'
all users will switch to the new product. Every attenpt should
be made to use up or return the previous product to the vendor
before making the new item available.

5-6. 3X DATED | TEMS

(1) On stores stock items received that contain an expiration date,
the expiration date, calendar nonth and cal endar year, is to be
annotated on the receiving report. The expiration date is to be
entered into your accountabl e supply records.

(2) Expiration Date

a.  Wen an itemis marked with an Expiration Date, which gives
only the nonth and year, does the itemexpire on the frrst
day or the last day of the month? The official position of
the USP and NP is that “when an expiration date Is stated,
interms of the nonth and year, it is a representation that
thethntended expiration date is the last day of the stated
month".

b.  \hen an expiration date of an itemhas passed, the item

shall not be used unless the itemis assayed to establish
potency and is recertified for use.

(3) Report No. 24 - Supply Expiration Report

a.  Report No. 24, Supply Expiration Report, is used as a
control record for dated stores stock items. Report No. 24
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5-6.3X continued .

lists those stock items on a monthly basis that contain an
expiration date within the next four (4) months fromreport
processing date.

This report is to be reviewed in detail each month. Conpare
the projected average monthly issue quantity (PAM QL aga|nst
the expiration date quantity that is physically on hand to
see if that quantity will be used up prior to the expiration
date: Check with the user on questionable quantities.- If
there are quantities on hand that cannot be used up by your
area prior to the expiration date, contact the vendor for
possible return and/or nmake the item available to other
area/program offices.

Items are |isted on Report No. 24, Sugply Expiration Report,
one time only per expiration date. Therefore. this report
nmust be checked each nonth agai nst ~stock on

nana.

A coPy of this nnntle report is to be provided to each
facility nonthly for their use in checking for itens that
may become out dat ed

(4) Disposal of Qutdated Items

d.

Qutdated stock itens are to be removed from stock and
di sposed of and records adjusted per 5-6.34 of this manual

5-6.3Y OVERSTOCKED/ UNREQDI RED/ EXCESS SUPPLI ES

(1) Acquisition

d.

Over st ocked/ Unrequi red/ Excess supplies from other |HS
facilities, HHS agencies and other Federal agencies should
be our first source of supply

Supply Report No. 23, Listing of Overstocked/|nactive Stores
Stock SupPI|es, s to be reviewed and utilized to obtain
supplies fromother area/programoffices to meet your re-
quirements.  Supply Management Branch, IHS, will distribute
a copy of each area report to other areal/programoffices on
a quarterly basis.

CSA Excess Catal ogs and other excess IistinPs/catangs t hat
can be obtained shoul d be reviewed for supplies that would
meet area requirenments

unrequired or excess supplies should be obtained only when

Indran Fealth Manual (Y- 3U-0b) 1IN db. 4
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5-6.3Y continued

(1) There is a need for the item for immediate use or to
fulfill normal stock replenishment requirements.

(2) The costt f of packing and shipping compares favorably
with cost of new like item.

(2) Disposal

a.

C.

Items in ?/our inventor}/ that are listed on Report No. 23,
Listing of Overstocked/Inactive Stores Stock Supplies, are
to be made available and transferred to other IHS

facilities, when requested. Refer to Exhibit 5-6.10A(2) for
a sample Transfer Out Document.

Unrequired items that you have that were not disposed of

through use of Report No. 23, prepare a listing of those
items, and

(1) Circulate the list within your area to determine if the
items can be utilized by any of your facilities.

(2)1f no wutilized within your area, circulate the list to
other IHS Area/Program Offices and to HRSA, Suppl
Service Center. Items would be available on a “first
come, first serve” basis.

Unrequired items that were not disposed of through the above
procedures are to be reported to the Area Property
Management Officer for disposal action. Refer to HHS
Materiel Management Manual 103.43 and FPMR 101-43.

Unrequired stores stock items are not to be dropped from the
accountable inventory records until actual transfer and/or
other disposal action is taken.

5-6.3Z PHYSICAL INVENTORY

(1) Purpose

a.

The inventory of stores stock supplies is necessary to
verify the accuracy of stock records. Inventoring , in

addition to verifying the accuracy of supply records, is a
means to:

(1) Disclose procedural weaknesses in routing vouchers and
posting records.

(2) Discover the need for additional safeguards to prevent
misuse, theft and other losses.

Tndian Health Manual (9-30-86) TN 864
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5-6.3Z continued

(2) Frequensy—
a.  Stores—Steek——

(1) Inventory at least annually or nore frequently, if
. Spot inventories of selected itenms or
commdity groups should be taken at various times
throughout the year;

h. Sens H+e—H-er——

(1) Stocks of ethyl alcohols, precious nmetals and
control l ed substances shall be inventoried quarterly.

(2) Controlled Substances in Schedules | and Il and/or any
narcotic substance in Schedule Il are also to be in-
ventoried COB December 31 of each year. This inventory
is required by DEA ARCCS reporting  requirenents.

(3) SchauterReports—

a.  Supply Service Centers will prepare an inventory schedule
for everg location that maintains accountable supplies. A
gy.of his schedule, using Exhibit 5-6.10A(43) wll be
submtted no later than Septenmber 30th of each year to:

Chief, Supply Mnagement Branch, I|HS
300 San Mateo NE, Suite 600
Al'bugquer que, NM 87108

b. Al inventories nust be reconciled and finalized, including
Board of Survey Action, if required, within 60 days after
completion of the Physical Inventory. Any variance from the
inventory schedule or any delay in the reconciliation and
finalizing of the inventory nust be immediately reported to
the Chief, Supply Management Branch, [HS

C.  As each inventory is conpleted, conplete appropriate blocks
of the Inventory Schedul e, Exhibit -6.1Cﬁf43), and forward
a copy to the Chief, Supply Management Branch, |HS

(4) Annual—Hrvent-ory—Precedures——

a.  The Supply Service Center staff should be advised well in
advance as to when annual supFIy inventories are schedul ed.
Supervisors should not schedul e or approve annual |eave
during scheduled inventories.
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5-6.3Z continued

b;  The Area Finance Officer is to be notified of schedul ed
inventory dates. A representative(s) of the Area Finance
O fice should participate in the inventory and/or at |east
be, an observer of the inventory process.

c.  Supply Service Center Director is to:

(1) Establish annual physical inventory dates.

(2) Notify all ordering locations of the inventory dates
and that only valid energency requests will be honored
during the inventory

(3) Designate initial inventory count teans.

(4) Designate inventory recount teans.

(5) Designate an individual to be referee/coordinator of
the 1 nventory and

(6) Ensure that the inventory is properly taken and
docunment ed

d.  Inventory Managenent Supervisor is to:

(1) Establisha cut off date for processing of all
docunents prior to the inventory.

(2) Check “Pending Receivinq Files” and “Pending I|ssue
Files” to ensure that all receiving reports and issue
docunents are accounted for and processed.

(3) Establish “Emergency |ssue Procedures” for any issues
required to be nadé during the inventory, and

(4) Request Report No. 37, Inventory Listing, from Conputer
Qperations  Unit. Request is to include report
option(s) wanted.

e.  Wrehouse Supervisor is to:

(1) Check the receiving area to ensure that all itens
receipted for have been placed into stock.

(2) Check storage areas to ensure items are stored in their

prﬁger place and are identified with the proper index
umber, ~ and

(3) Designate a holding area for incomng shipnents unti
the inventory-is conpleted.
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5-6.3Z continued

f.  Annual Physical Inventory Count

(1) It is reconmended that several LnyentorK teans be
established in order that the initial physica
I nventory counts can be conpleted in a tinely manner
e
- Ist Team- Bin Storage Area
- 2nd Team - Bulk Storage Area
- 3rd Team - Qther Storage Areas
- |f personnel is available, other teans could be
established to start at the ends of the storage
areas and work back toward the other teans.

(2) Inventory Team ( Suggest ed)

Counter - Person fromthe Inventory Management Unit or

Procurenent Unit
Recorder - Person fromthe Warehouse Unit.

(3) Anindividual is to be designated to collect the
Inventory sheets as the first count is conpleted and
enter the first count quantity into the Computer
Inventory Record File. Refer to Exhibit 5-6.10A(6).

(4) As the initial inventory count is entered into the
FpnPuter Inventory Record File, an Inventory Recount
IS

ing will be printed out for those items that do not

bal ance. For ease in doing inventory recounts, only
one itemwll be listed per page. Refer to Exhibit
5-6. 10A(7).

80  Inventory Recount Teans

(1) It is recomended that two (2) inventory teans be
established to do inventory recounts.

(2) A referee be designated to act as the final judge as to

which count is accurate when there is a difference
between the first count and the recount.

(3) Enter the recount (final) quantity into the Conputer
Inventory Record File.
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5-6.3Z continued
h.

5

Initial Listing of Inventory Qverages/ Shortages

(11 The Listing of Initial Inventory Overages/Shortages

(2)

(4)

Fi na

will be conPuter_generated fromthe Inventory Record
File after the final inventory count is procéssed.
Refer to Exhibit 5-6.1048).

Research the initial overages/shortages for possible
correction due to errors in previous postings, mssing
vouchers, unit of issue errors, etc. The H'story Record
File can be used to review previous transactions that
were processed for the item

Errors/corrections found will require that valid
transactions be processed to update the accountable
inventory records, i.e., a previous receipt quantity
error would require a 2K reversal transaction and a 22
transact ion.

Update the Computer Inventory Record File with the
adj usted inventory quantity and/or record bal ance
quantity based on any errors/corrections found to he
processed in c. above.

I nventory Adjustnent Document

(1)

(2)

(3)

(4)

Assign a voucher nunmber to the Conputer Inventory
Record File in order for the Inventory Adjustnent
Docurent to be processed. Refer to Exhibit 5-6.10A(9).

Attach a cover M 365 to the inventory adjustnent

document print out. Conplete aPpropr|ate.b|ocks on the
HHS- 365 and process for approval s as required.

Inventory adjustment transactions, 27s and 37s, will
automatically be generated fromthe Inventory Record
File to update the accountable inventory records.

An Inventory Fact Sheet will be printed out after the
above proce55|ngh|s conpleted. Forward a copy of the

|nventory Fact Sheet to:. Chief SUfgl Managenment
Branch, THS. Refer to Exhibit 5-6. A(IO).

Inventory Docunent File

(1) A conplete file is to be maintained for each physica

inventory. The file is to include:

(a) A signed copy of the initial inventory listing,
Report 37.

[ ndian Heal th Manua
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5-6.3Z continued

(b) A signed copy of the inventory recount sheets.

c) A copy of the Initial Listing of Inventor
(e) CNe#gBes/Shortages. ! /

(d) A copy of all error/correction documents

(e) A copy of the final approved Inventory Adjustnent
Docunent

(f) A copy of the Report of Survey, if appropriate, and
(g) A copy of the Inventory Fact Sheet.

(5) Quarterly Inventory Procedures

d.

Report No. 25, Pharmacy Quarterly Inventory List of R and N
Items, will be ?fpVIded by DPSC during the [ast nonth of

each quarter; This reporf is to be used to record the
inventory count as of the close of business for that quarter.

Quarterly Inventory Team (Suggested)-.

Counter - Supply Service Center Director or Deputy
Recorder - Person from Inventory Minagenent
Wtness - Custodial Oficer for Controlled Substances

The physical inventory count is to be conpared to the stock
record balance to arrive at any inventory overages/shortages.
Research the overages[shorta?es for possible correction
Initiate Inventory A@Hustnﬁn Document for overages/ shortages
and Report of Survey for any shortages.

The CUarterI% Inventory File is to contain a signed copy of
Report No. 25; a copy of any correction docunents; a

conpl eted HHS-365; and a conpleted Report of Survey
document, if required.

5-6. 3AA | NVENTORY ADJUSI NENTS

(1) Circunstances for Adjustnents

d.

system and accountabl e supply system when the records
require correction or adjustment. The follow ng
circumstances neccesitate adjustment or correction of
records maintained to account for supplies in inventory.

There are occasions in the operation of anr accounting
I
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5-6. 3AA continued

(1) \hen a physical inventory of store stock discloses an
overage or shortage, ﬁroperty and fiscal records are
adjusted to reflect the overage or shortage, and the
overage or shortage is not due to a posting error.

(2) Ween it is discovered that more than one record is
maintained to account for the sane itemas a result of
errors in description or other reasons and adjustnent is
necessary to consolidate data onto one record.

(2) Docunenting Adjustnents

a. Form HHS-365, Inventory Adjustment is to be used as a pro-
perty voucher to record the circunstances creating the need
for the adjustnent and_the data to be posted to the supply
and fiscal accounts. The adjustment value, debit or credit,
is to be identified by General Ledger Account.

b. A copy of each approved form HHS-365 adj ust |
records, shall be furnished the finance offi
the General Ledger Control Accounts and to t
their accountable voucher file.

ng property.
ce i ntaining
he Station for

(3) Approving Inventory Adjustnents

The Officer in Charge of the accountable area or his designee

édesi gnee nust he in witing) may approve inventory adj ustnent
ocunents wi thout board of Survey review except when:

a. The itemor items short or missing are sensitive items con-

sistin% of controlled drugs, precious netals, ethyl alcohols,
etc. There is no exception as to quantity or valle. (Silver
alloy used by Dental is a precious netal.{

b. The approving official or the Property Management O ficer
suspects theft or msuse of supplies mssing or damaged.

c. Adjustnents to property and fiscal records shall be approved
and made only after Board of SUTVEY actlon When CIrfCcunstances
N 3(a), Of 3(P) exist.
5-6. 3AB REPORT OF SURVEY - BOARD OF SURVEY

(1) Purpose and Scope

a. This section prescribes the procedures to be fol | owed by
Boards of Survey, Survey Oficers, Determning Authorities
and Review ng Authorities in conducti n? a survey to determne
responsibility and liability (if any) tor the damage,

Indian Health Manual 9-30-8 TN 80.4
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5-6.3AB conti nued,

destruction, deterioration, theft or nisappropriation of
Covernment Omed Stores Stock Supplies; or to provide relief
fromresponsibility, liability and/or accountability.

(2) Board of Survey

a. A board of survey is conprised of no less than three $3
enpl oyees to serve as a fact-finding body with respect to the
circumstances and conditions of each case. Boards can he
appointed on a case by case or a permanent board can be
aﬁp0|nted In areas where the need is nore than occasional
The board is appointed by the Determning Authority.

(3) Survey Oficers

a. A survey officer my be appointed to admnister board of
survey ‘procedures. If a survey officer is appointed helshe
wll 'serve as permanent, chairman of the board. In cases
involving a line itemvalued at less than $250.00 and there
I's no suspicion of theft or msappropriation the survey
officer can act in lieu of the Board of Survey. This
individual is appointed by the Determning Authority.

(4) Eligibility - Board of Survey/Survey Oficer

a. Individuals who are not eligible for appointnent are as
fol I ows:

(1) Supply Management Cfficer.

(2) Inmediate supervisor of an enployee involved in a survey
act ion.

(3) An enployee involved in the accountabjlitg,.nanagenEnt
or connected in anyway with the supplies being surveyed.

(4) Any enployee who will be resgonsible for review ng or
gct|gg on the findings and the recomendations of the
oard.

(5) Determning Authority

a. The determning authority is the Executive Cfficer in charge
of an accountable area. Wen survey action is required the
determning authority is responsible to:

(1) Appoint, by nenorandum enployees to serve on a board of ,
survey.
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5-6. 3AB conti nued

—

Designate a chai rman of the board.

Appoint a survey officer, when it is desirable.

Convene the board or notify the survey officer

—_ —_ —_ —_
o1 ~ wW N

—

Instruct the board or the survey officer to act pronptly
on each case

(6) Evaluate the facts, circunstances, findings and any
recomendations that relate to the disposal of property
of relief fromaccountability for Property.subn1tted.on
the report of survey. Mking a determnation regarding
responsibility or relief fromresponsibility.

b. The findings of the board will be submtted to the review ng
authority for his deternination only if:

(1) Additional information is submtted that the determning
authority is of the opinion dues not require a reexam -
nation by the board.

(2) The determining authority believes he should disqualify
himself. A witten statement of his reasons for dis-
qualification is required and will become apart of the
survey file

(6) Review Authority

a. The review authority is the Director of the Indian Health
Service. After consideration of all information notifies the
detern1n|nP.author|ty of his decision regarding
responsibility.

(7) __Procedures

a. Upon receipt of the instruction to act, the board of survey
shal | be convened by the chairman, and after review of the
prelimnary information furnished shall
(1) Develop a plan of action.

(2) Develop all facets and circunstances of the incident.

(3) Interview wtnesses and obtain signed statements

(4) Determne the extent and type of |oss.

(5)

Identify all persons involved
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5-6. 3AB continued

(8)

(9)

(6) Notify the determining authority if theft or violation
of statutory regulations is evident.

(7) Record all facts and circunmstances.
(8) Prepare a finding.

(9) Mke recomendations as to relief from accountability
and/or the disposition of the property being surveyed.

Final Action

a. If it is concluded that an enployee or,qroup of enployees are
responsible the determning authority-will, —establish _
pecuniary liability (disciplinary action my be coupled with
a charge of pecuniary liability). The amount to be collected
pLIL reu e%t the depreciated value of the iten(s) prior to

e incident. ,

b. If it is concluded that. a Ferson or group not enployed by the
Covernment is pecuniarily liable the determning authority
wll forward a conpleted coPy of the report to the proper
official for collection of funds due the Government.

Appeal s

a. Appeals of the determining authority's decision my be made
to either the Area Director or to the Director, Indian Health
Service, but not to both. Al appeals nust be made within 10
cal endar days subsequent to notice of disciplinary action or
pecuniary  assessnent.

5-6. 3AC RECONCI LI ATI ON OF GENERAL LEDGER ACCOUNTS

(1) The integrated system of accounting for suﬁplies requires min-
|

(2)

tenance of the general |edger accounts by Finance and Subsidiary
detai|l stock records by Supply personnel

Finance updates the general |edger accounts based on source docu-
ment val ues for recelpt, adj ustnents, surveys, or disposa
actions furnished by the Property Managemenf Section. These
documents require val ue association to general Iedger accounts
125.1, .2, .3, .4, .5 and .9 and to object and sub-obj ect
classes. The property voucher nunber applied to these documents

Ey supply personnel is used as a secondary docunent reference hy
| nance.

(3) To provide Finance with a property voucher audit trail, a copy of

the followng monthly ADP Supply Reports are to be provided to
Fi nance
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5-6. 3AC conti nued
Report No. 10 - Station Mnthly Voucher Summary Report-
Report No. 15 - Station Mnthly Cost Report
Report No. 20 - Area Mnthly Supply Summary Data By Account

(4) A conputer tape of storeroom issues is automatically Provi ded
directly to the Finance Systemfor posting of issues to the
finance records.

(5 The policies and procedures contained in the H-IS Mteriel
Managenent Manual, Subpart 103-27.52, Integration of Property and
Fiscal Accounts, are to be followed in the reconciliation of
supply, and finance general |edger accounts.

5-6. 3AD BUDGET PRQJECTIONS - STORES STOCK

(1) The Area Supply Management Officer is responsible for computing
and provi ding s.uppléb.udget projections as determned by the Area
Director/Executive Officer.. Various automated supply reports
provide informtion on past usage and projections of future
needs, such as:

Report No. 15, Mnthly Cost Report

Report No. 16, Station Mnthly Sub- Sub-Activity Report

Report No. 29, 120 Month Projection of Stores Fund Requirenents
Report No. 30, 150 Month Projection of Stores Fund Requirements
Report No. 74, Stores Stock |ssues/Budget Analysis by Location
Report No. 77, Analysis of Issues by Sub-Station

Report No. 79, Summary of Issues by Program

(2) The above reports can be utilized to determne issues during the
past fiscal year and to project the next fiscal year's need.

(3) The following reports can be utilized to determne actual
inventory and due in data for the purpose of adjustnents to

bud?et and to estimate the cost increases due to price changes
(inflation).

Report No. 19 Station Mnthly Supply Summary Data by Account
Report No. 31, Station Supply Cost Conparison - Detail Listing
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5-6. 3AD conti nued
Report No. 32, Area Supply Cost Conparison - Summary Listing

(4) It nust be recognized that any reports ﬁrojecting.future needs
are only accurate if the data used in the projections is accurate
and up to date. It is recommended that Report No. 49, Data
Exception Analysis Report, be, obtained as of COB July and any
required changes (5C R) be processed prior to COB Septenber
Close attention to PAMQ Unit Cost and Type Code is advised.

\ 'ebr N&,fund projections are made on items with EOQ Type Code

(5) Budget Option A

a. Acredit line is established for each Service Unit. This is
based upon recurrln? i ssues fromthe previous fiscal year and
IS adgusted during the current fiscal year for additions of

new i tens being handled through the stores stock system

b. The Service Unit credit line is broken out by General Ledger
Account .

c. Supply usage, current budget status and projected year-end
status is monitored by the Supply Service Center and Service
Units by use of Report No. 74, Stores Stock |ssues/Budget
Anal ysi s by Location.

d. Funds are assigned directly, to the Supply Service Center
account by the Area Finance Office to cover anticipated
supply needs for ail area Service Units, i.e., the Service
Unit Stores stock supply budgets become the Supply Service
Center’s supply budget.

(6) Budget Option B

a. Each Service Unit maintains their own supply budget and
transfers funds to the Supply Service Center as supplies are
received or based on the next quarter’s projected usa?e. The
Service Unit should base their anticipated budget for the
current fiscal year based on previous fiscal year usage and
any changes in program operations.

b. Funds should be transferred to the Supply Service Center
operational budget at the very beginning of each quarter wth
adjustments for new stock itens taken into account and any

necessary change due to overruns or excesses in the previous
quarter
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5-6.3AD continued

c. It is essential that needs for new stock items (both inven-
tory needs and issue quantities)be accurately identified and
funds obtained from using Service Units to avoid funds not
being available at the Supply Service Center to purchase
supplies.

d. Report No. 74, Stores Stock Issues/Budget Analysis by
Location, can be used by the Service Unit and the Supply
Service Center to monitor supply costs and budget status.

(7) Supply operating budgets may also be developed based on supply
cost per work units, i.e., supply cost per outpatient visit,
inpatient days, etc.

(8) Other factors to consider in developing operating budgets are:

a. Inflation Factor: Operating budgets should be increased
based upon the percent inflation factor approved by the
Chongressmnal Budget or other documentation of supply cost
changes.

b. Program Changes: Quantify any changes in service which will
Impact on supply usage/cost. For instance, the addition of a
Physical Therapy Degartment to a facility will increase the
use of account Code 2 items significantly. To estimate the
cost for a new department, use workload estimates and compare
to other facilities with similar workloads. Using the Cost
Center Report No. 15, a good estimate of needs can be
calculated.

Note : Afpro ram change that will result in the need to
transfer funds between different budget activities must be
brought to the attention of the Area Executive Office/Service
Unit Director for proper adjustment. Such as the addition of
an Intensive Care Unit which enables a facility to care for
patients who were previously transferred to Contract Health
Service funded hospitals.

9) In an?/ budgetary method used, the inventory and due in values
should be adjusted to keep the inventory stable and to avoid
$Xﬁessive costs due to stock outages. This is accomplished as
ollows:

a. Inventory Level - The difference between the EOQ average
Inventory value and the actual closing inventory values
should be added to or subtracted from the budget figure.
Re#oort No. 4lA, Summary Analysis of Inventory, contains this
information and should be obtained from DPSC as of COB
September.
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5-6.3AD continued

(1) Stock items which have been inactive for 12 months or
longer and high cost overstocked items will have an
‘adverse effect on Report No. 41A.

(2) If the correct EOQ Table is not being used, the
inventory will not be .optimal, outages may be high and
the EOQ authorized inventory will not be appropriate.
Use Exhibit 5-6.10A(20) at least annually to assure that
the correct EOQ Table is being used.

b. Due In Value - Calculate the difference between the
Average Monthly Issue Value and the Due In Value as of
COB September and add or subtract from the budget figure.

5-6.3AE USER_CODE_ASSIGNMENT

(1) The User assigned to each individual requisitioning un# i
used to accumulate cost and supply usage for that user and to
accumulate overall program cost.

(2) The User Code is a 3-digit code. The Finance Cost Center Code is
used as the first t-digits and the 3rd digit is used to identify
the different users within a program and sub-station. Refer to
Exhibit 5-6.10A(61) for examples of user code assignments. Refer
to the Finance Accounting Handbook for Cost Center Codes

5-6.3AF AREA REVIEWS

(1) Periodic supply management reviews will be conducted of area
supply operations. Purpose :

a. Determining compliance with prescribed policies and
regulations.

b. Determining the need for additional guidance and/or training.

c. ldentify need for changes in existing procedures and/or
reports or need for additional procedures and/or reports.

d. Measure level of. accomplishment to the IHS Supply Standards
as outlined in Section 5-6.2B of this Chapter.

e. Review staffing needs and utilization of present staff.

(2) Area Supply Management Review Document, Exhibit 5-6.10A(40), will
be used In conducting the reviews.

(3) Area review is to be done by Supply Branch Chief, IHS or his
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5-6.3AG SERVICE UNIT REVI EWS

(11

A sem -annual Supply Managenent Review is to be conducted at each
Service Unit to:

a, Promote cooperation and coordination between the Service Unit
and Area Supply Service Center.

b. Provide guidance, notivation and direction to Service Unit
staff that wll have a positive inpact on their supply
program

c. Determne conpliance with prescribed policies and procedures.

d. Determne the need for any additional guidance and/or
training.

The supply managenent review is to-be conducted by qualified
personnel “capable of making meaningful evaluation of all phases
of the Supply Managenent Program such as the Supply Service
Center Director (or Deputy Director).

The Supply Service Center Director is to schedule the manage-
ment review for his area at the beginning of each fiscal year.

The Service Unit Supply Managenent Review Document (Exhibit

5-6.101A(39)) is to be used as appropriate in conducting the
revi ews.

Inventory Managenent staff should schedule facility visits
routinely to assist with problens identified, training of
supply/service unit staff and/or set up of new facilities or
storage areas. Problens identified could include:

a. Excessive off-schedule ordering

b. Significant outdating of supplies

C.  Inproper conpletion of issue books

5-6. 3AH WORKSHCPS/ ORI ENTATI ON

(1) The effectiveness of supply management activities depends

primarily upon the know edge and capabilities of personnel who
are responsible for or who performduties in such activities. It
IS recogni zed that personnel directly involved in supply manage-
ment nust become oriented in supprly management before an effi-
cient programcan be realized. The follow ng actions shall be
acconplished by each Area:
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5-6. 3AH conti nued

a.  Through coordination with the Area Training Officer, a work-
shop shal | be conducted at |east once annually for personnel
Area-w de, who are dlrectI% invol ved in supply managenent
activities. The content shall not be restricted to supply
managenent topics, but should also include Financial

Nhnaﬂenent, Contracting and Procurenment, and other topics

whi ch have a direct relationship to supply.nana?enﬁnt. Thi's

wor kshop wi |l assure uniformty and continuity of operations
and efficiency in the provision of supplies necessary to
carry out Area prograns.

b. A.squested course outline for this type of workshop shoul d
include, but not be limted to, the follow ng topics:

(1) Supply Management Under Data Processing

(2) Supply Disposal - Methods and Procedures

(3) Supply Account|n? and Reporting

(4) Interpretation of Reports

(5) Docunent Coding and Control

(6) StorerooniCUFboard Stock Maintenance

(7) Special Handling of Controlled Substances

(8) Supply Discipline - Care and Protection of Property

C. The Area Administrative Services Branch will provide the
instructional staff in their respective specialized field.
I%H|QFM|onwllberetwﬂedfrmnmha di sci plines when
material is being covered which overlaps into their respec-
tive field, (pharmacy, financial managenent, data processing,
etc.). Charts, slides, and other appropriate training aids
wi |l be developed and provided to all participants
tra|n|ngxpackage, which can be utilized by the Property and
Supply Ofticer "at the service unit, should be devel oped and
updated at the annual workshop.

d. The Supply Management Branch, IHS, is available for assis-
tance In presenting the suppuy wor kshop. Pl ease advise that
office of schedul ed Wrkshop dates.

(2) During the course of reviews at a station, the Supply Managenent
Oficer or a designated representative shall discuss all phases
of supply management with personnel engaged in this activity.
Efforts are also to be expanded to discuss problenms with station
personnel directly affected b _supp|¥ nana?enﬁnt activities,
taking advantage of Service Unit Staff meetings when they
coincide with the station review. Visual aids shall be devel oped
and enpl oyed where possi bl e.
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5-6. 3AH conti nued

(3) New'y assigned supply personnel at a facility should be schedul ed
for appropriate orientation at the Supply Service Center.

(4) It is recomended that all supply personnel attend the follow ng
courses

a. Storage and Materials Handling - GSA (Area and Station)

b. Inventory Control of Supplies and Materials - GSA (Area and
Station)

c. The Economc Order Quantity Technique - GSA (Area Only).
5-6. 3A1 ANNUAL SUPPLY ACTIVITY REPORT DATA

(1) The Indian Health Service is required to report certain supply
data to HHS on an annual basis. Part of the information required
to be reported is obtained from consolidated IHS ADP Supply
Reports, while other information is required fromthe areas on an
annual  basis. The following informtion is to be subnitted to
Chief, Supply Managenent Branch, I'HS, 300 San Mateo NE, Suite 600,
Al buquerque, NM 87108 prior to Septenber 10 of each year

a. Number of storerooms in which inventory is maintained for
| ssue to consuners. “Storeroonf Is a storage area at an
installation, hospital, reservation, office, or building
where supplies are maintained for issue to consuners, i.e., a
station code equals one storeroom if accountable supply
inventory records are maintained at the station.

b. Square feet of Goss Storage Space: “Goss Storage Space’
includes any covered or open area which is used for storage
of inventory for issue to consuners.

(1) Covered
(2) Qpen

c. Staffing: Provide the total nunber of authorized man-years
reSU|red to acconplish the functions described in 1I), (2},
and (3) bel ow, durlnﬁ the report year and the total annua
gersonnel cost for the man-years expended on each activity.

he man-years and personnel “cost reported are to relate to
support provided to operations reported through the Automated

Supply Program (Stock and/or Direct).
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5-6.3A continued

(11 Storage and Distribution activities include receiving,
checking, storirng, prcking, packing, .shlpplng,
meFMMH@ surveillance, inspection, and related
activities

(2) Supply Managenent (personal property managenent, inven-
tory managenment, etc.) activities include processing of
issue documents; posting of issues, receipts, orders,
returns to stock, inventory adjustments, transfers,
conducting physical inventories, catalp?[ng, etc.;. and
the clerical ‘and admnistrative activities directly
related thereto

3) Purchasing activities include receipt and processing of

B requests %o initiate procurement; soliciting and anal -
yzing bids or otherw se selecting supplies; negotiating
and arranging terns for purchase; preparing obligation
docunents; fol | ow-up on orders and shipments; contract
admnistration; nmodifying and termnating contracts; and
the clerical and admnistrative activities directly
related thereto

(2) Conplete and submt Exhibit 5-6.10A(22), ‘Authorized Staffing and

Storage Space as of " for each location in your area
as they relate to the above, rncluding area office.

5-6. 3A) PROCUREMENT

(1)

(2)

Determning the tﬁpe of procurenent to he made on repleni shment
of stores stock shall be made b{ the Purchasing Agent or other

i ndi vidual del egated procurement authority who nust conply with
procurement policies, procedures; and regulations.

In addition to entries required by the procurenment policies
procedures, and regulations, the station unit of issue, index
nunber, the guantlty being ordered accord|n% to the station unit
of issue, an apProprlate accounting data shall be entered on
purchase orders tor stores stock

Controlled, Substances - Separate purchase orders are to be issued
for Controlled Substances. This will provide for timely check-in
by the receiving agent, inprove internal control and
document ati on.

Chenot herapy/  Cytotoxic Drugs - Separate purchase orders are to be
I ssued for these items and the purchase order and/or the purchase
order receiving file folder is to be specially mrked to identify
the items as hazardous substances. Thi's will "alert receiving
personnel that these itenms require special handling and storage.
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5-6.3A) continued

(5) Cancellations

d.

| nedi ate action is to be taken to re-purchase itens that
are cancelled by a vendor. Expedited delivery may be
required from the new vendor.

Inventory Management Unit and Wrehouse Unit are to be
notified of cancellations in order for themto cance
pending due ins and change pending receiving reports.

(6) FoIIom#uB on all purchase orders that are past the delivery date
e

shoul d

d.

(7) Back

made every 7 days by the purchasing official

Direct issues and Services - Status information is to he

provided to the requisitioner on any direct issue or service
itens that are past ,delivery date

Stores Stock .- Status information is to be provided to stock

control on any stock itemthat is past the deliver¥ date.
Stock control nust determine if supply on hand will neet
demand until itemon order is delivered. [If not, than an
emergency order for imediate delivery should be issued.

Orders

d.

Upon receipt of a backorder notification froma vendor,
stock control is to be notified immediately. Based on a
review of supply on hand, it may be necessary for an
emergency order to be issued for a 30-60 day supply.

(8) Priority of Source of Supply

d.

Procurement of supplies shall be effected from the fol [ ow ng
sources in the descending order of priority indicated:

(1) Itens available fromwthin the facility.

(2) Itenms in long supply or unrequired at other HHS
activities

(3) Items in long supply or excess at other Federal
agenci es.

(4) Items available from HRSA Supply Service Center.
(5) GSA stores stock itens.
(6) VA Supply Depot.

Indian realth Manual (9-30-861 IN 86.4
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5-6.3AJ continued
(7) Mandatory Federal Supply, Schedul es.

(8) Qther Federal Supply Schedules when it is to the
advantage of the Governnent.

(9) Oher Federal agencies, Federal Prison Industry and
blind made products.

(10) Conmmercial concerns.
(9) Wivers from Mandatory Sources

a.  Wen, in furtherance of program objectives it is necessary
to procure simlar items froma [ower priority source than
those listed in (61, the requiring facility wll request a
wai ver to bypass the prlorlt}/ source of supply in favor of a
| esser prlorlltﬁ. The request for waiver is to be in
accordance with Area Procurement policy and procedures.

5-6. 3AK BOCKS/ PUBLI CATI ONS

(1) In order for Supply Service Center staff is stay abreast of
suppl y/ materiel management trends, changes, etc., in the private
sector, it is recomended that the follow ng books/publications
be obtained for information and use as appropriate.

(2) Books

Hospital Materiel Mnagement
Charles E. Housley (1978)
$44.50 (Aspen Systems Corp. 1

Strategies in Hospital Mteriel Mnagenent
Charles E Housley (1983)
$49.50 (Aspen Systems Corp. 1

Control I'ing I-IosPitaI Sug ly Inventories
Charles E Housley (1983P
$26.00 (Aspen Systems Corp. 1

Hospital Purchasing: Focus on Effectiveness
Charles E Housley (1983)
$32.95 (Aspen Systems Corp. 1

Product Standardization and Eval uation
Charles E I-IousleY (1985)
$27.50 (Aspen Systems Corp.)’
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5-6. 3AK continued

Hospital Purchasing and |nventory Managenent
Edward D. Sanderson (1982)
$31.50 (Aspen Systems Corp. )

Effective Hospital Materiel Management
Edward D. Sanderson (1985)
$39.50 (Aspen Systems Corp. )

Handbook of Health Care Material Managenent
WIlliam L. Scheyer (1985)
$44.50 (Aspen Systems Corp. )

Purchasing and Materials Managenent for Health Care Institutions
Dean-S. Ammer (1975
$21.50 (Lexington Books)

Material s Minagement for Health Services
‘Arnol d Reisman (1981)
$38 . 00 (Lexington ‘Books)

(3) Publications

Hospi tal Materiel Mnagement Quarterl
$65.00 per year, Published Quarterly (yAspen Systems Corp. )

Hospi tal Purchasing Management .
$70.00 per year, Published Mnthly (Chi Systems, Inc.)

Journal of Healthcare Materiel Mnagenent
$28.00 per year (Mayworm Associates, Inc.)

Mdern Materials Handling
$45. 00 Ber Kear, Publ i shed Mnthly excegtlwhrch, Sep., 4 Cct.
when published sem -nmonthly (Cahners Publishing Conpany)

Hospi tal Purchasing News

$35.00 per year, Published Mnthly (MKnight Medical
Communi cations, Inc.)

5-6. 3AL ADP_REPCRTS, SPECI AL USE OF

(1) Many of the ADP Supply Reports are designed for specific use,
while others can be used to neet different needs. This
sub-section will identify some known needs and/or POt ential
probl em areas and which reports can be used to meet those needs
and/or to solve potential ‘problens.

(2) Audits, use:

a.  Report No. 10, Mnthly Voucher Summary Report, to account
for individual documents that were processed.
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5-6. 3AL continued
h.

Report No. |OA, Mnthly Listing of Direct Issue Transaction,
to account for each direct issue line item posted.

Report No. 11, Stores Stock Transaction Register, to account
for each receipt/issue/adjustnent line item posted.

Report No. 15, Monthly Cost Report, to audit individual user
cost by CL account and object-subobject code.

Report No. 46, Analysis of Stock Itens by Vendor Name, to
audit/review i tems purchased from each vendor.

Report No. 47, Supply Usage Detail Listing, to audit item
guantity usage by individual user.

(3) ‘Administrative Review of Supply Operation, use:

d.

Report No. 19, Station Mnthly Supply Summary Data by
Account, to identify:

1) Mnths supply on hand in inventory - range should be
() 2.5 - 4.0ppm¥nths. Y !

(2) Total line items with no issues in 10 -12 nonths and

longer - percentage of itens should be less than 1.5
percent.

(3) Months supply due in - range should be 0.5 - 1.5 nonths.

(4) Stock fill rate - percent of itens that had a 100% fill
rate should bhe 95% or higher.

(5) Percent of itenms that appear on Requirement Analysis
Report excessive times - percent should be 8% or "I ess.

Report No. 49, Data Exception Analysis Report., to identify:

(1) Value of inactiveloverstocked inventory - percent of
inventory that is inactive/overstocked should be 4% or
ess.

(2) Number of items in inventory that are overstocked.

(3) Number of items in inventory that need the “Review
Point Quantity” reviewed/ updat ed.

(4) Nunber of items in inventory that need the “Last
Purchase Price” reviewed/ updat ed.
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5-6.3AL continued

(5) Number of items that are zero balance on hand and zero

Report No. 78, Analysis of Issues by Area, to identify:

(1) Percent of itenms being ordered off schedule - percent
should be 18% or |ess.

(2) Number of 1ine items and percentage that have been back
ordered.

(3) Number of items pending Back Order Release

Report No. 75, Sunmary of Stores Stock |ssues/Budget
Analysis, to identify:

(1) Stock issue values and budget status for each
sub-sub-activity by G account and using |ocation.

(4) Budgets, use

d.

Report No. 15, Mnthly Cost Report - use to identify stock
issues by user and sub-station.

Report No. 16, Station Mnthly Sub-Sub-Activity Report - use
to identify stock issues by sub-sub-activity and sub-station

Report No. 19, Station Mnthly Supply Surmary Data by
account, to identify:

(1) Months supply on hand in inventory. Budget should be
adjusted to allow for an inventory level of 3.5 or 4.0
months  supply.

(2) Mnths supply on order. Budget should be adjusted to
allow for one (1) nonth due Ins.

Report No. 29, 120 Month Projection of Stores Fund .
Requirements - report projects funds required for each item
by month for the fiscal year

Report No. 30, 150 Month Projection of Stores Fund .
Requirement - report projects funds required for each item

by month for the |ast quarter of the current fiscal year and
for the next fiscal vyear.

Report No. 31, Station Supply Cost Conparison, to identify:
(1) Change in unit cost fromprevious Septenmber to current

I'N 60.4
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5-6. 3AL conti nued

(5) Hgh

(2). Change in projected total itemcost from previous
Septenber to current Septenber.

Report No.74, Stores Stock Issues/Budget Analysis by
Location, to identify:

(1) Stock issue values by sub-station and sub-sub-activity.

(2) Current fund balance and projected year end bal ance by
sub-station and sub-sub-activity.

Report No. 75, Summary of Stores Stock |ssues/Budget
Anal ysis, use to monitor overall stock issue values, current

fund bal ances and projected year end fund bal ances hy
sub-sub-activity.

Report No. 76, Analysis of Issues by User, use to identify
val ue of direct issues and stock isSues by user

Nunber of |ssue Docunents, uSe:

.Account, to identify the tota

Report No. 19, Station antle Supply Summary Data by

nunber of issue docunments
processed and the average nunber of line itens per
document. Average nunber of line items per issue docunent
should be higher than 17.

Report No. 76, Analysis of Issue by User, to identify:
(1) Total nunmber of documents processed for the user.
(2) Number of scheduled issue documents processed.

(3) Nunmber of unschedul ed issue documents processed for the
user. Percentage should be 18% or |ess

Report No. 77, Analysis of Issues by Sub-Station, to
| dentify:

(1) Total nunber of issue documents processed for that
| ocati on.

(2) Number of unscheduled issue docunents Erocessed for
that location. Percentages should be 18% or |ess.

Report No. 78, Analysis of Issues by Area, to identify the

overal | number of unscheduled issue docunents being
processed
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(6) H.agh

Nunber of Purchase Oders,, use

d.

Report No. 19, Station Mnthly Supply Summery Data by
Account, to identify number of itens that have appeared on
the Requirenents Anal §S|s Report excessive tines.
Percentage should be 8% or |ess.

Report No. 13, Requirenents Analysis Report, to identify:

(1) Items that are not being purchased the first nonth they
appear on the report. Items not purchased as they
appear on this report wll cause stock outages and
emergency purchase actions.

(2) Differences in suggfsted order quantities and quantity
bei ng purchased. dering less than the suggested
order quantity may cause stock outages, additiona
regul ar and/or energency purchase orders, Odering
more than the suggested order quantity may.cause
overstockage and storage space problem

Report No. 14, Stores Stock Due In Register, to identify
itens that are past their scheduled delivery date and
invalid due ins. Items with invalid due ins will not appear
on the Requirements Analysis Report at the proper tine.

Report No. 39, Inventory Analysis Detail Listing, to
| dentify:

(1) Number of final purchase actions made by itemin the
past 12 nonths.

(2) Items that need to have their Review Point QJanti_tY
Items with incorrect Review Point Quantity

wi |l not appear on the Requirenents Analysis Report at
the proper tine.

Report No. 4l A Summary Analysis of Inventory, to identify

the overall nunber of Tinal purchase actions nade versus the
nurmber required.

Exhibit 4-6.10A(20), EQQ Table Wrk Sheet, conplete to
arrive at the roPer EQQ Table to be used for your
operation. A Table that is low wll cause nore purchase
orders to be issued.

(7) EQQ Table, Proper Table ,to Use

a.

Conpl ete Exhibit 5-6. 1()6‘(20)b EQQ Table Wrk Sheet, to
arrive at the proper EQQ Ta le to be used for your area.
Advise DPSC of any EOQ Table changes.
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5-6.3,AL continued

b.

Report No. 4l A Summary Analysis of Inventory, can also be
used to identify needed changes in EQQ Tabl e.

(1) Actual inventory value and ECQ average inventory val ue
shoul d be fairly close.

(21 Based on the EOQ Mnths of 1.0 through 12.0, the
monthly average issue value percentages should go from

high to |ow and the percentages of inventory line itens
shoul'd go from|ow to high

(3) The nunber of final Purchase.actions made and the
number required should be fairly close.

(8) Excessive Credit Bal ances

a.

|s Report No. 4, Rejected Receigt Transactions, being
corrected and itens reprocessed:

|s Report No. 10, Voucher Sunnarx Report, being checked
agai nst the voucher register each nmonth?

Is Report No. 11, Transaction Register, checked to ensure
proper quantity conversions are being mde on receipts?

Are inventory adjustment quantities properly arrived at?

Is the “Pending Purchase Order File" checked monthly to
ensure all receiving reports are conpleted?

Val ue of |nactivel/ Qverstocked Itens, use

RePort.No. 5, Rejected Issue Transactions, to verify that
all rejected issue transactions are heing corrected and
reprocessed

Report No. 12, Listing of Stores Stock Inactive Items, to
i dentify the items that have not had anr issues in 13 nonths
or longer. Refer to 5-6.3Y for disposal procedures.

Re?ort No. 13, Requirements Analysis Report, to conpare
ac ua! quantity purchased versus suggested order quantity on
report.

Report No. 19, Station Mnthly Supply Summary Data by
Account, to identify:

(1) The number of line items and value wthout issues by
, Consi deration should he ﬂlven to deleting an
itemfrominventory that has not had an issue in
months or |onger
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5-6.3AL continued

(2) The number d nonths supply on hand in inventory. If
the number of nonths supplz i's higher than 4.0 nonths,
there probably is overstockage.

e. Report No. 23, Listing of Overstocked/Inactive Supplies, to
| dentify:

(1) Actual items that are overstocked/inactive.

(2) Total Value of overstocked/inactive items. Value of
overstocked/inactive items should be 4% or [ess of
total inventory value

f. Report No. 39, Inventory AnaIYsis Detail Listing, can be
usag t? i dentify the number of nmonths supply on hand for
each item

(10) Inventory Levels, use

a.  Report No. 19, Station Mnthly SuPpIy Sumary Data bK .
Account, to identify the number of nmonths supply on hand in
inventory. The range should be 2.5 - 4.0 nonths supﬁlyz
The low side would be 2.5 nonths or |ess and the high side
woul d be 4.0 months or nore.

b. Report No. 4, Rejected Receipt Transactions, and Report No.
5, Rejected Issue Transactions, use to verify that rejected
transactions are being corrected and reprocessed. |f not
being corrected, the actual months supply on hand in
inventory will be distorted.

¢c. Report No. 13, Requirements Analysis Report, use to verify
that proper quantities are being ordered based on the EQQ
Principle of Stock Replenishnent (see 5-6.3E). I|f order
uantities are not hased on the ECQ Principle of Stock
epl eni shment, you will be understocked and/or overstocked
on itens.

d.  Report No. 23, Listing of Overstocked/Inactive Supplies to
| dentify the |nventorK.vaIue that is overstocked and/or
inactive. Subtract this value fromthe closing inventory
value on Report No. 19 to arrive at the useable inventory
value. Divide the Average Mnthly Issue Value into the
usabl e inventory value to arrive at the adjusted nonths
supply on hand in inventory. This represents a nore
realisStic months supply in inventory that is available for
| SSue.
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€.

Report No. 4l A Summary Analysis of Inventory to identify
the overall difference, between the actual inventory value
and the EQQ average inventory value. The difference
provides a guideline as to how nuch the inventory value my
need to he decreased and/or increased.

Conpl ete Exhi bit 5-6.1OA(20£ EQQ Table Wrk Sheet, to
arrive at the proPer EOQ Tabl e that should be used for your
operation. Use of an inproper EQQ Table woul d distort the
data on Report No. 4l A and 1nventory |evels.

(11) Monitoring Supply Usage, use

d.

Report No. 11, Stores stock Transaction Register, |ist each
i ndi vidual issue record that was processed during the nonth.

Report No. 13, Requirements Analysis Report, provides supply
usage by cal endar month for the item appearing on the report.

Area catalog listings, Reports 34-35 provides total item
quantity issued in the past 12 months or since the item was
established if |ess than 12 nonths

Report No. 39, Inventory Analysis Detail Listing, provides
total itemquantity issued in the past 12 nonths.

Report No. 45, Suppl¥ Usage Report by Sub-Station, provides
i tem usage by using facility and by fonth. Good report to
monitor issue quantities of an itemby facility to conpare
usage versus patient workl oad.

Report No. 46, Supply Usage Detail Listing, provides item
uﬁag?.Py user, facility and area. Report can be used to
i dentify:

(1) Items issued to inappropriate users, i.e., coffee
i ssued to someone other than dietary.

(2) Hgh usage of an item by one user as conpared to other
user with same general workl oad.

(3) Report should be used by Area Supply Commttees to
review Item usage.

Report No. 50, Detail Usage Report by Sub-Station, should be
used by individual facilities to review their usage and to
identify what items are being used by whom
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5-6.3AL conti nued

(12) Qutdated Items, Excessive

d.

(13) Qpen

Review receiving reports to ensure that expiration dates, as
apProprlate, are bel n? annotated on the receiving report and
entered into the supply system

Review Report No. 13, Requirements Analysis Report, to

ensure that proper quantities of short dated items are being
or dered.

Report No. 24, Supply Expiration Report, list those itens
that contain an expiration date of tour (4) months from pro-
cessi ng date. Itens listed on this report nust be physically
checked against actual stock on hand to verify if any stock
is on hand with the listed expiration date and to determne
gé tr%e6st3>(zck can be used up prior to the expiration date.

e 56.3X

Report No. 37, Physical Inventory and Item Review Listing,
can be used to review itens for proper EOQ Type Code assign-
mnt . Itens that are received wth less than 12 nonth
dating should be coded with EOQ Type Code “C' and with the
appropriate nonths modifier.

Mar ket , Pur chases

Report No. 27, Area Stores Receipts and Direct Issue Values
by Account and Source, provides summary totals of open
market purchases, items with source code "Df, by general

| edger account and overal|l area total.

Re?prt No. 46, Analysis of Stock Items by Vendor Nane, iden-
tifies pro‘nect ed quantity and value of open market itens
being purchased from that vendor. This information can be
us?dbltp r(]Jleéerm ne if an area supply contract should be

est abl i shed.

Q her reEorts that can be used to identify items that are
open market purchases, source code “D', are:

(1) Report No. 11, Stores Stock Transaction Register .

2) Report No. 13, Requirenents Analysis Report.

3) Report No. 34, Area Master Index Number Catalog Listing.
4) Report No. 35, Area Mster A phabetical Catalog Listing.
s) Report No. 37, Physical Inventory and |tem Review

(
(
(
(
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(6) Report No. 42, Station Al phabetical Catalog Listing.

(14) Stock Qutages - Low Fill Rate, use

d.

Report No. 19, Station Mnthly Supply Summrz data by
Account, to identify the percentages of stock outs and
partial fills. The 100% fill rate should be 95% or higher.

Report No. 4, Rejected Stock Receipts, to identify recei Pt
records that have not been corrected and reprocessed. |
not corrected and reE)rocessed, the system does not know that
the quantity is available for issue.

Report No. 13, Requirenents Analysis RePprt, to identify
itens that are on the report excessive tines and to check
for proper order quantities. hbrnally the item shoul d be
ordered the first tine it appears on he report and the
suggested EQQ should be purchased

Report No. 14, Stores Stock Due In R_e?i ster, to identify and
cancel any invalid Due Ins. [Items with invalid Due Ins will
not appear on the Requirements Analysis Report at the proper

order tinme.

Report No. 39, Invento.rtyl Anal ysis Detail Listing, to identify
anY Review Point Quantities that need to be updated. Itens
with incorrect Review Point Quantities will not appear on
the Requirenents Analysis Report at the %roper order tine.
A'so check to ensure that Lead Tine Mnths are correct.

R%pogtho. 73, Stock Qutage-Low Inventory-Due out Report, to
| dentify:

(1) Items that are zero bal ance.

(2) Itenms that have quantity on hand bel ow the Review Point
Quantity.

(3) Total Due Qut quantity.

(4) Quantity Due In. The quantity Due In should be great
enough'to cover all Due Quts plus bri nP the inventory
quantity back up to an acceptable |evel.

(15) Storage Space

d.

Based on the EQQ Principle of Stock Replenishment, Report
No. 37, Physical Inventory and Item Review Li stmg, i denti -
fies the maxi num quantity of an itemthat should be on hand
at any one tine.
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5-6.3AL continued
b. Report No. 37 is adversely effected by:
(2) Incorrect Review Point Quantities
(3) Incorrect Lead Time Months.
(4) Incorrect EOQ Type Codes.
(5) Incorrect Inventory Values and/or Last Purchase Prices.
(6) Use of incorrect EOQ Type Code Mbdifiers.

c. Acorrect Report No. 37 can be used to plan space
requirenents for each item

(16) Supply Records, Accuracy of

2. Report No. 3, Rejected Due In Transactions, is this report
being reviewed and corrective action taken? If not, records
do not reflect proper Due Ins.

b.  Report No. 4, Rejected Receipt Transactions, is this report
being reviewed and corrective action taken? If not, records
do not reflect proper inventory quantities and/or val ues.

C. Report No. 5 Rejected Issue Records, is this report being
reviewed and corrective action taken? |f not, records do
not reflect proper inventory quantities and/or values, stock
fill rates and cost reports will be understated.

d.  Report No. 9, Station Master Record Changes, does this
report for the most part, list record changes each nonth?
|f not, the records naé not reflect correct vendor nane,
vendor order nunber. Source code, type code and review
point quantity.

e.  Report No. 10, Monthly Voucher Sunmary Report, is this
report checked against the Voucher Register to identify and
correct mssing vouchers, line items and invalid postings?
If not, the supply records are not correct.

f. Report No. 11, Stores Stock Transaction Register, is this
report checked for proper conversion of quantities to Your
unit of issue? If not, records may not reflect the actua
guantity on hand.

g- Report No. 13, Requirements Analysis Report, are items on
this report checked for correct vendor name, order nunber,
source code, lead time nonths, EQQ type code, EQQ modifiers,

Indlan Heal th Manual 9-30-8 IN 0b. 4
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(17) Year

review point quantity, unit price, etc.? [|f not, records do
not reflect current information.

Report No. 14, Stores Stock Due In Register, is this report
checked to ensure that only valid Due Ins are listed? [tens
with invalid Due Ins will not appear on the Requirenents
Anal ysi s Report at the proper order tine.

Report No. 24, Supply Expiration Report, are the itens
listed on this report physically checked against the stock
on hand and appropriate action taken? |f not, you may have
outdated itens in inventory.

Report No. 73, Stock Qutage-Low Inventor%-Due Qut Report,
are items |listed on this report as zero balance on hand

bei ng thS|caIIy checked against the stock on hand? If not,
you na¥ ave physical quantities on hand that are not
reflected on your records.

I's an annual inventory taken, reconciled and adjustments
processed within sixty (60) days? If not, your records are
not accurate.

End Funds, Proper Use of

In addition to the regular Requirements Analﬁsis Report that
IS used to purchase regular requirenents, other reports can
be used to properly |dent|fY.future requirements for year
end funding: CGeneral guidelines are: '

(11 Good time to purchase items with EOQ Type Code “Y",
yearly itens.

(21 Bad time to purchase itens ‘with EQQ Type Code “C,
short, dated items. Advance purchase could lead to
outdated items in inventory.

(31 Bad time to purchase items wth E(I? Type Code “B’, high
cubgllten1 Advance purchase could lead to storage
probl ens.

(41 Cood tine to purchase md-to-high cost items with EQQ
Type Code.“A’, standard item

(5) Quantity of an item purchased, plus %iantity on hand,
shoul d not exceed 15 nonths supply. Excessive quanti-
ties on hand will appear on Report™ No. 23 or over
stockage

I'ndian Heal th Manual (9-30-3b) N 806. 4
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b.. Report No. 30, 15-Mnth Projection of Stores Fund Require-
ments, identifies those items wth purchase requirements in
the last quarter of the current fiscal year and for the next
fiscal year. First priority should be given to those itens
requiring purchase in last quarter of the current fiscal
year and second priority to those in the first quarter of
the next fiscal year.

(0 Report No. 11, Stores Stock Transaction Register, can Al so
be used to identify items for year end purchase. Divide the
Projected Average Mnthly Issue Quantity into the O osing
Inventory Quantity to arrive at current nonths supply on
hand. 15 nonths mnus current months supply on hand tines
PAM Q equal s maxi mum order quantity.

5-6. 3AM ADP_SUPPLY REPCRTS

(1) The ADP Supply Reports are part of your accountable records.
These reports/listings are to be used .in the nmanagenent and
accountability of supplies. Section 5-6.9 and S-6.6 of this
Chapter contains a sanple and a detail wite-up of each report.

(2) The ADP Supply Reports are provided on a daily, weekly, nonthly,
quarterly,. sem-annual, annual or as requested basis. These
reports are to be reviewed in detail to ensure their accuracy and
| medi ate corrective action taken on any errors found, processing
of any mssing docunents, etc.

(3) Report No. 1 - Transaction Count

2. Report provides a count of your transactions by type.
( 4) Report No. 3 - Rejected Due In Transactions

a.  The rejected report will contain any due in transaction that
Is rejected in the update processing.

b.  The report of rejected due in transactions is to be reviewed
and apProPHate corrective action taken within one day after
receipt of the report and the corrections submtted for
reprocessi ng.

C. Corrective Action

(1) Wen “No Account Match” is printed under the remarks
colum, this neans the account code contained in the
due in transaction does not match the account code
contained in the Station Mster Record. Check the
Purchase Order and Supply Records for the correct

mdian Heal th Manual 9-30-8 N 86.4
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account code. Line through the incorrect account code
and annotate the correct account code on the print-out.
Check the Transaction Register to see if the receipt
was processed for the item if so; line the due in out
and annotate “Do Not Reprocess”.

(2) Wen "No Station Master for Trans” is printed under the
remarks columm, this means there is no Station Master
Record established for the item Check to nmake sure
the index number is correct for the item if not,
annotate the correct index nunber. |s the itema valid
stock item if so, establish a Station Master for the
itemand annotate the report to reprocess the due in.

(3) Wen "No Space Available” is printed under the remarks
colum this means that the itemhas three (3) seﬁarate
due ins already established. Check to be sure that the
outstand|n? dué ins listed on Report No. 14 - Stores
Stock Due In Register are valid. If not, request the
invalid due ins be cancelled. Is the current due in
valid, if so, annotate the report to reprocess the due
in.  Check the Transaction Register to see if the
receipt was processed for theitem if so, line the due
in out and annotate “Do Not Reprocess”

(41 When “No Purchase Order Match” is printed under the
remarks colum, this means the Purchase order nunber
contained in the Due In Reversal transaction does not
match any of,the purchase order nunbers contained in
the Station Master Record,. If the purchase order
number on the due in reversal transaction is valid,
than the due in has already been cancelled. Line
through the due in reversal” and annotate “do not .
reprocess”.  If the purchase order nunber on the due in
reversal should have been for a different purchase
order; annotate the correct purchase order number on
the report and mark reprocess.

Di spose of reports 2 years after close of fiscal year
i nvol ved

(5) Report No. 4 - Rejected Stores Stock Receipt Transactions

a.

The rejected report will contain any receipt transaction
that |Is rejected in the update processing.

The report of rejected receipt transactions is to be
reviewed and appropriate corrective action taken within one
da% after receipt of the report and the corrections
submtted for reprocessing.




MANAGEMENI" SERVICES (PART 5)

CHAF TERD

SUPPLY MANAGEMENT - C&RAL OPERATIONS

5-6.4AM continued

C. Corrective Action

(1) When "No Match Account” is printed under the remarks

column, this means the account code contained in the
receipt transaction does not match the account code
contained in the Station Master Record. Determine the
correct account code from other records and annotate
the report with the correct account code and also
correct your voucher file copy and the purchase order.

(2). When "No Master For Trans" is printed under the remarks

column, this means there is no Station Master Record
for the transaction. Check to make sure the index
number is correct for the item, if not, annotate the
correct index number. If the index number is correct
and the item is a valid stock item, establish a Station
Master Record and annotate the report to reprocess.

(3) When "Exceed Due In Qty" is printed under the remarks

column, this means that the partial receipt quantity is
equal to or greater than the quantity due in that is
contained in the Station Master Record for that
purchase order. Verify that the quantity received and
dollar value listed on the report are correct (compare
against original document). If correct, then this
probably was a final receipt and the "P"' (partial) ,code
should be changed to an "F" (final) code. If the
guantity is incorrect on the report, annotate the
report with the correct quantity and mark reprocess.
(This usually is caused when the vendor’s unit of issue
guantity is not converted to the station’s unit of
Issue quantity.)

(4) When "Exceed Due In Val” is printed under the remarks

column, this means that the partial receipt value is
equal to or greater than thé value due in that is
contained in the Station Master Record for that
purchase order. Verify that the value listed is
correct for the quantity received against the original
document. If the value is correct, then this was
probably a final receipt and the "P" code should be
changed to an “F" code. If the value is incorrect on
the report, annotate the report with the correct value
and correct the voucher file copy. (This is usually
caus)ed when the partial receipt quantity is not priced
out.

Indian Health Manual
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(5) Wen "Exceed on Hand Quantity or Exceed on Hand Val ue”
is printed under the remarks colum, this neans that
the reversal receipt quantity and/or value is higher
than the quantity on hand and/or value on hand con-
tained in the Station Master Record. In other words,
you cannot reverse out more than is on the records. |f
the quantity and/or value are incorrect, annote the
correct quant|tY and/or val ue on the report.
quantity and value are correct, annotate the report to
reprocess and initiate action to reverse out and
re-enter all transactions fromthe time the origina
transaction was processed.

Forward the annotated report for reprocessing of the
transactions.

Di spose of reports 5 years after close of fiscal year
involved. (Transfer to Federal Records Center 3 years after
close of fiscal year.)

(6) Report No. 5 - Rejected Stores Stock Issue Transactions

d.

The rejected report will contain any issue transaction that
Is rejected in the update processing.

The report of rejected issue transactions is to be reviewed
and apProPrlate corrective action taken within one day after
receipt of the report and the corrections submtted for
reprocessing

Corrective Action

(1) Wen "Credit Balance" is printed under the remarks
colum, this means that the issue quantity for that
transaction is higher than the record quantity on
hand. I'n other words, you cannot issue out nbre than
you have on hand. Things to check for:

(a) Was there a receipt that was not processed or that
is listed on the receipt error reports. If so,
process the receipt annotate the issue to be
reprocessed

(b) Was there a receipt that has been processed with
the-incorrect quantity, i.e., the quantity
received was based on the vendor’'s unit of issue
and not the station's unit of issue. [f so,
correct and reprocess the receipt and annotate the
I ssue to be reprocessed,

IN ©b.4
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(c) I's the issue quantity correct as verified against
the issue docunent. ~If not, annotate the -item
wth the correct quantity and mark reprocess. |f
the quantity is correct, mark the item reprocess.

(d) Are previous quantities issued correct? If not,
correct the previous issued quantities and
annotate the report to reprocess the item

(e) After review of the above and no errors are found
on the current and previous months reports, then
an HHS- 365, Inventory Adjustment Docunent, should
be initiated to bring the item into bal ance.
Adjustnent quantity is arrived at as follows:

Take physical inventory count of the item

Add any issues made fromthe [ast processing date
through the physical inventory date.

Subtract any receipts for the itemfromthe |ast
groces& ng date through the physical inventory
ate.

Add “Credit Balance Quantity or Quantities” as
listed on Report No. %J y

ﬁé’btif“ the Record Balance as |isted on Report

The total of the above equals the quantity
adj ustment figure,

Exanpl e :

Physical Inventory of items as of 2/17 16
Plus Issues from 2/l - 2/17 4+
Mnus Receipt from 2/l - 2/17 8
Sub-Total (This would be the Physical

inventory quantity as of |/31) 12
Plus  Credit Balance Quantities” on

January’s Report No. 5 4+

I'ndran Heal th Manual
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Mnus Record Bal ance on January's Report

No. 11 3-
Equal s Adjustnent Quantity of ------------ 13 ---
Debi t

12) Wen “No Master For Tr" is printed under the remarks
colum, this neans there is no Station Mster Record
for the item Check to make sure the index number is
correct for the item if not, annotate the correct
index nunber. If the index number is correct and the
itemis a stock item establish a Station Master Record
and annotate the report to reprocess.

Forward the annotated report for reprocessing of the
transaction,

Di spose of reports 5 years after close of fiscal year

involved. (Transfer to Federal Records Center 3 years after
close of fiscal year.).

(7) Report No. 6 - Rejected Area Master Record Transaction

d.

The rejected report wi |l contain any Area Master Record
Transaction that is rejected in the update processing.

The report of rejected Area Master Transactions is to be
reviewed and appropriate corrective action taken within one
dag.after receipt of the report and the corrections
submtted for reprocessing.

Corrective Action

(1) “No Mast” printed under the remarks colums means there
is no Area Master on file. s the Index Number correct,
if not, annotate on the report the correct |ndex Number
and mark reprocess. If the Index Number is correct,
line through the itemand mark do not reprocess as the
item was previously deleted

(2) “Station Master on File" printed under the remarks
colum means there is a Station Master on File and the
Area Master cannot be deleted. Is the Index Number
correct, if not annotate on the reFort the correct
| ndex Number and mark reprocess. |f the Index Number
Is correct, mark reprocess and also process a “SD'
transaction to delete the Station Master.

Indran FHeal th Manual 9-30-86 N &6. 4
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(3) “Area Master on File" printed under the remarks colum
means these is already an Area Master Record on File.
I's the Index Number correct, if not, annotate on the
report the correct Index Nunber and mask reprocess. |f
the Index Nunber is correct, line through the item and
mask do not reprocess as the itemis already
establ i shed.

d.  Forward the annotated report for reprocessing of the
transactions.

e.  Dispose of reports 2 years after close of fiscal yeas
i nvol ved

(8) Report No. 7 - Rejected Station Master Record Transactions

a. The rejected report will contain any station nmaster record
transaction that is rejected in the update processing.

b.  The report of rejected station master record transactions is
to be reviewed and appropriate corrective action taken
within one day after receipt of the report and the
corrections submtted for reprocessing.

C. Corrective Action

(1) When “Bal QHis printed under the remarks col um,

this means that itemhas a quantity on hand and/or a
.' o Therefore, the delete transaction

(5D) is rejected Is the index nunber correct for the
Itemto be deleted? [f not, annotate the correct index
number and mask reprocess. |f the index nunber is
correct and itemis to be deleted fromstock, take
appropriate action to zero out the quantity on hand
and/or the outstanding due in quantity and annotate the
report to reprocess.

(2) Wen "No Mast” is printed under the remarks col um.
This means that these is either no Station Mster
Record or no Area Master Record for the item [If the
rejected transaction is a “SA", Establish Station
Master Record, and is a valid stock item establish an
Area Master Record and annotate the report to reprocess
the 5A transaction. If the rejected transaction is a
“SC’, Change to Station Master Record, or a “SD ,
Delete Stafion Master, verify that the index number is
correct, if not, annotate on the report the correct

Mdran Fealth Manual (9-30- 56 TN 86,4
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index nunber and mask reprocess. If the index nunber
is correct, then the itemnust have been previously
deleted. Line through the itemand mark do not

[ eprocess.

(31 When "Wastes on File" is printed under the remarks
colum, this means these 1s a Station Master Record
already on file. If the index number for the rejected
"SA", Establish Station Master Record, transaction is
correct, line through the itemand mask do not
reprocess. |f the I'ndex nunber is incorrect, annotate
the report with the correct index number and mask
[ eprocess.

d.  Forward the annotated report for reprocessing of the
transaction.

e. Dispose of reports 2 years after close of fiscal yeas
i nvol ved

(9) Report No. 7A - Uses Level Changes/Del etes/Established

a.  The nonthly report should be reviewed to ensure that the
uses |evels processed are correct. Once a pre-determ ned
uses level is established, it can only be changed os del et ed
by another "5B" transact ion. |f a pre-determned user |eve
I's established as "18" and you want to chan?e that to "12",
process a "5B" transaction with a user |evel quantity of
‘12", If you wish to delete the "18", process a “5B
transaction with a uses level quantity of “zero”.

b.  Dispose of report 2 years after close of fiscal year
i nvol ved

(10) Report No. 8 - *Area Master Record Changes/Del etes

a.  This report lists the acceptable area record changes and
del etes processed during the accounting period.

b.  Check this report to ensure that all changes/del etes have
been accurately processed.

c. Dispose of report 2 years after close of fiscal year
i nvol ved

(11) Report No 9 - Station Master Record Changes

a. This report lists the acceptable station record changes
processed during the accounting nonth.

YAz men Jnnatelh Maniwal TOTUNRAY
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b.

Check the changes listed on this report against the changes
submtted to ensure that all changes have heen processed
accurately. If not se-submt the changes for reprocessing.

Di spose of report 2 years after close of fiscal year
i nvol ved

(12) Report No. 10 - Monthly Vouches Summary Report

a.

This report lists all acceptable docunents processed during
the accounting month in vouches number sequence. Report
provides number itens and val ue by vouches nunmber and
summary totals by General Ledges Account. Forward the

original copy to the appropriate station and the carbon copy
to Finance.

Check the entries on the vouches sunmary report against your
voucher register to ensure that all entries are accurate and
all vouchers are accounted for. Remenmber --- the Vouches
Summary Report is your monthly bank statenent and the
voucher register is gour check book --- they nust be
verified and bal ance

Exanpl es of corrective action to be taken when there is a
difference between the Property Vouches Register, Form
HRS-31, and Report No. 10, Mnthly Vouches Summary Report.

(1) Mssing Vouches - A vouches nunber assigned on the
Property Vouches Register, HRS-31, is not listed on
Report 10, Monthly Vouches Summary Report:

(a) Check to see if the vouches is listed on one of
the weekly/monthly error reports. If so,
reprocess ‘the error correction.

(b) Check to be sure that the docunent was not
processed under another voucher nunber. |f not,
process the docunent. If the document was
processed under another voucher number, reverse

out the incorrect entries and reprocess under the
correct vouches nunber.

(2) Stock receipt line items and value as listed on the
Property Vouches Register, HRS-31, does not match the
number, |ine itens and/or value on Report No. 10,
Monthly Voucher Summary Report:

(a) If the totals on Report 10 are less than those
listed on the Voucher Register, check the
weekl y/monthly receipt error report to see if any




MANAGEMENT SERVI CES

CHAFITER ©
SUPPLY * MANAGEMENT - CENTRAL  CPERATI ONS

5-6.3AM conti nued

‘transaction(s) is listed for the voucher number.
|f so, reprocess the,error corrections and check
to see if the reprocessing of the error correction
wi || balance the totals between the Voucher
Regi ster and Voucher Summary. If not and if no
error transaction(s) is found, conpare the iten(s)
receipted for on the voucher against the itens
processed on Report No. 11, Stores Stock Trans-
action Register, to identify the iten{s) that was
not processed. Ildentify the iten(s) that was not
processed and submt for reprocessing.

(b) If the totals, line itens and value on Report 10
are higher than those |isted on the Voucher
Register, then an iten(s) was keytaped as being
received that was not receipted for. Conpare the
items |isted on the document against Report 11,
Stores. Stock Transaction Register, to identify the
iten(s) that was processed In error. Identify the
ltf s) that was processed in error and reverse

out.

“(cl If the line items are correct, but these is a
difference in dollar value between Report 10 and
the Vouches Register, then one of the itens was
processed with incorrect dollar value. Conpare
the items |isted on the docunent against Report
11, Stores Stock Transaction Register, to identify

. the |ten(i} that was processed with the incorrect
value. Identify the 1tem(s) that was processed
with the incorrect value, reverse out and
reprocess correctly.

(3) Stock issue line items requested as |isted on the
Pro ertr,Vbupher Registéer, HRS-31, does not match the
number [ine itemrequested as listed on Report 10,
Monthly Voucher Summary Report.

(a) If the nunber line items requested on Report 10
are less than that |isted on the property Voucher
Register, check the weekly/monthly issue error
reports to see if any transactions are |isted for
the voucher number. " If so, reprocess the error
corrections and check to see if the reprocessing
of the error corrections will balance the number
line items requested between the Voucher Re?|ster
and Vouches Summary. If not and no error frans-
action is found, conpare the itenms issued on the
docunment against the items processed on Report No.
11, Stores Stock Transaction Register, to identify
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the iten(s) that was not processed. |dentif
iten(s) that was not processed and submt th

y the
emfo
reprocessing

mror

(b) If the number line itens reguested. on Report 10
are higher than that listed on the Property
Vouches Register, conpare the itenms issued on th
document against the itens ,processed on Report No.
11, Stores Stock Transaction Register, to Identify
the iten{s) that was processed in error. ldentify
the iten{s) processed in error and reverse out.

(4) Stock adjustments/transfers line items and/or value
listed on the Pro ertY.Vbuphes Regi ster, HRS-31, does
not match the nunber [ine itens and/or value on Report
10, Monthly Vouches Sunmary Report.

(a) Check the weekly/nonthly error reports to see if
any transact|on(s) Is Iisted for the vouches
nunber. If so, reprocess the error correction and
check to see_|f the reprocessing of the error
correction wll balance the figures on Report 10
a?a|nst the Property Vouches Register. If not and
IT no error transaction(s) is found, conﬁare the
iten(s) listed on the document a?a|nst the iten(s)
Eropessed on Report 11, Stores Stock Transaction
Regi ster, to identify the error(s). Identify the
|ten(s% in error and submt for processing or
reversa

(5) Direct issue line itenms and value as listed on the
Pro ertY.Vbuphes Register, HRS-31, does not match the
numoer [ine itens and/or value on Report No. 10.
Monthl'y Voucher Sunmary Report.

(a) If the totals on Report 10 are less than those
listed on the Voucher Register, check the weekly
error reports to see if any transaction(s) is
listed for the, vouches nunber. If so, reprocess
the error correction and check to see if the re-
processing of the error correction will balance
the total's between the Voucher Register and Voucher
Sunmary.  If not and if no error transaction(s) is
found,” conpare the actual document against Report
10, anthky Voucher Summary Report or Report No.
| OA, to identify the error. ldentify the iten(s)
that was not processed and submt for reprocessing.

I'ndran hHeal th Manual 9-50-8: IN ©ob.4
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(b) If the t ttotdls on Report 10 are higher than those
listed on the Voucher e?|ster, conpare the actua
docunent against Report 10, Mnthly Vouches
Sunmary Report, or Report 10A to identify the

error. ldentify the iten{s) processed in error
and reverse out.

d.  Dispose of reports S years after close of fiscal year
involved. (Transfer to Federal Records Center 3 years after
close of fiscal yeas.)

(13) Report No. 10A - Mnthly Listing of Direct |ssue Transactions

a. This rePprt provides a detail listing of all direct issue
transactions in vouches nunber sequence. Forward to
appropriate stations.

b.  This report should be reviewed each nonth and used to nake
any needed corrections.

C. Dispose of reports 2 years after fiscal year involved.

(14) Report No. 11 - Stores Stock Transaction Register

a.  This report provides a detail listing of stock items that
had activity during the processing period. This report is
your detail stock record. It identifies the actual postings
to the records, i.e., due ins, receipts, issues, adjustments
reversals, etc

b.  The report is by Pharmacy, Subsistence, and All O her
RePprt provides individual itemtotals and summry totals of
active and inactive inventory, receipts, issues, due ins
adj ustnents and nunber of items and value of items with no
| ssues by nonth.

C. Reviewthis report in detail to ensure that all transactions
are accurately processed.

d.  Exanples of things to look for and corrective action to be
taken are:

(1) Is there a mjor difference in the receipt unit cost as
conpared to the open|n? unit cost. If so, check the
voucher to be sure that the receipt quantity and val ue
are correct. If not, reverse out the incorrect entry
and re-enter correctly.

Indian Fealth NManual (9-30-60) IN 8b. 4
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(2) Is there a major difference in the due in unit cost as

conpared to the opening unit cost? If so, check the
purchase order to be sure that the due in quantity and
value are correct.- If not, cancel the incorrect entry
and reenter correctly.

(3) I's the receipt source code different than the source

code contained in the Station Master Record? (The unit
cost is identified with an asterick when they are
different.) If so, has there been a change in

vendors. If these has been, then you need to update
your Station Master Record with the correct vendor
nane, order nunber, source code, etc.

(4) Are these odd o inconsistent issue quantities, i.e.,

(4 Station unit of issue is PGof 25 - quantity of 25
is listed as being issued - Were there 25 packages
i ssued s was these&package issued?

(b) Itemis Needle, Hypo, Disp. |00 Bx - station unit
of issue is EA - quantity of-listed as being
| ssued - was there 1 each’issued or was there 1
Box of 100 issued?

(cI] Itemis Juice, apple, 46 oz. can - station unit of
issue is CN - quantity of 1 is listed as be|n%
i ssued - was these Lust 1 can issued or was there
1 case of 12 issued®

Cd) Quantities listed as being issued are in nultiples
of 10, except for one issue of 1 - should the
quantity be 1 or should it be 10?

(e) Reverse out any incorrect entries and reprocess
correctly.

|'s there zero SO) or partial issue quantities |isted
for the iten? If so, is the record inventory quantity
correct, i.e., the opening inventory guantlty on Report
11 is I'6, no receipts were processed urlng he month,
one issue for a quantity of 4 was ﬁrocesse and one 0
I ssue transaction is listed, and the closing balance is

If in fact, the physical inventory was zero and
there was a stock issue request that was zeroed out,
than your accountable inventory records are off,
\Whenever these is a zero (0) or partial issue |isted,
verify that your records and the physical stock on the
shelf are in balance. If not, your records shoul d be
adj ust ed.
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(a) Prior to any adjustnent, check current and
previous transactions for possible errors that
woul d correct the difference, i.e.,

(1) Was these a receipt that had been processed
with the incorrect quantity? If so, have the
incorrect, transaction reversed out and
reprocessed correctly.

(2) Are previous issue quantities correct? If
not, have the incorrect issue transaction
reversed out and reprocessed correctly.

(b) If no current or previous error transaction(s) can
be found that would correct the difference, arrive
at the adjustnent quantity as follows:

Take physical inventory count of the item

Add any issues made fromthe processing date
through the physical inventory date.

Subtract any receipts for the itemfromthe
grtocesa ng date through the physical inventory
ate.

I%lgbt rl?ct the Record Balance as |isted on Report

A negative total of the above equals the credit
quantity adjustment. (This means your record
quantity was higher than the physical inventory
quantity.)

Example of Credit Adjustment Quantity:

Physical inventory of item as of 2/17 26
Plus issues from 2/l - 2/17 6+
Mnus receipts from 2/l - 2/17 24-
Sub-total (This would be the physical

inventory quantity as of [/31.) 8
Mnus Record Bal ance on January’s

Report MNo. 11 2
Equal s Credit Adjustment of 12 -

credit
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€.

Refer to Exhibit 5-6.10A(12) for sanples of errors that can
be found on the Transaction Register, Report No. 11.

Di spose of r%ports 5 years after close of fiscal year
involved. -(Transfer to Federal Records Center 3 years after
close of fiscal year.)

(15) Report No. 12 - Listing of Stores Stock Inactive |tens

d.

This report contains all stores stock itens that did not

have any acceptable transactions during the accounting nonth.
The report provides by itemthe nunber of nonths without any
I ssues, projected average monthly issue quantity, months
supply on hand, quantity on hand, inventory value and due in
quantity; Report is by Pharmacy, Subsistence, and Al Qher.

Review this report in detail. Things to look for and action
to be taken:

(1) Are there excessive Mnths Supply on Hand? Any item
with over 15 months supply on hand is probably exces-
sive. Report excessive suEplles on hand to other
areal/programoffices for their possible usage.

(21 Are there items with no issues in 4 nonths or [onger?
If so, reviewthe items with the ordering activity to
verify whether or not the iten{s) should be retained as
stores stock or not. If it is not to be retained as
stock, change the EOQ Type Code to “R', Chsolete Item -
Do not Reorder. Report to other arealprogram offices
the quantity that is in excess of the quantity that
w Il be used by your area. NOTE. Items with no issues
in 13 nonths or l'onger are probably dead stock

(3) Are there items with no issues since the itemwas
established. (Items with an asterick by the last issue
date.) If so, advise the ordering activities that the
itemis available fromstores stock

(4) Are there item with zero (0) quantity on hand and zero
(0) due in? If so, are they valid stock itens or
shoul d they be deleted? [f they are to be deleted,
delete theiten(s).

(5) Are there items with no issues in four (4) nonths or
Ionger wth a due in quantity and zero (0) quantity on
hand? Is the due in quantity valid? Is the itema
valid stock iten? If the due in quantity is not valid,

cancel the due in. If the itemis not a valid stock

item delete the item

Indran realth Manual 9-50-8 IN 0.4
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C. Renember --- those items without any issues in 13 nonths or
| onger and those items with a quantity on hand in excess of
12 times the PAMQ plus RPQw || be Iisted on a special
monthly report as overstocked/inactive supplies to your
neer and circulated to other IHS areas for their
utilization

d.  Dispose of reports 5 years after close of fiscal year
involved. (Transfer to Federal Records Center 3 'years after
close of fiscal year.)

(16) Report No. 13 - Requirenents Analysis Report

a. This report contains those items that are to be reviewed for
possi bl e order/purchase. Itens appear on this report, when
the stock status of the itemis equal to or below the review
point quantity, or when the action nonth nodifier is equa
to the accounting nonth. Suggested order quantjties con-
tained on the report are based on the EQQ Principle of Stock
Repl eni shrent . port is provided for Drugs, Subsistence
and All Qher by Vender Nare.

b.  The suggested econonic order quantity printed for the item
IS the quantity that should be purchased for those itens
that have a valid requirenment. &Jt may be necessary to
adjust the quantity to agree with vendor unit of isSue.)
The EOQ Principle of Stock Replenishment is one of the nost
effective tools used in inventory managenent and is pre-
scribed for use bE al | Governnent agencies. The “Economic
Order Quantity” (EOQ principle is a mthematically proven
solution for arriving at the |owest total costs for ordering
and hoId|n? inventory to meet expected supply requirenents.
The EOQ method will reduce the total number of orders by
ordering items with [ow dollar requirenents infrequently,
and by ordering smaller quantities of the items with high
dol lar requirenents, the total inventory value is reduced.

C. Revieweach itemon the report in detail. It my be that
the item does not need to he ordered,, but the Reéview Point
Quantity decreased or the item may have been purchased the
previous month(s) and the due in not processed.

d.  Things to look for and action to be taken

1) Are the EQQ Type Code and Mdifiers, if any, proper for
() t he itengQEx%%ples: Yo Prop

(a) The type code is “P - Standby”, but there have
been 1ssues for nmost of the nonths. Should the

Indian Health Manual (9-30-88) ™G
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item be classified as, Standby or should the type
code be changed?

(b) The type code is ."B - High Cube” with a quantity
nodifier of 40. The PAMQ for the itemis 81. Is
the quantity nodifier of 40 proper or should the
modifier be” changed?

(c) The type code is “A - Standard” and there have
been no issues or only one or two issues in the
past 12 months. Should the item be deleted or the
type code be changed to "P - Standby’

(2) Does the PAM Q appear to be in line with the-actual
issues for the latest six months? Exanples:

(a) The PAMQis 318 - the latest six months actual
average usage Is 653. Should the PAMQ and RPQ be
changed?. Yes - Miultiply the L-AMQ by the Review
Point  nont hs.

(b) The PAMQ is 5 - the latest-six nonths actual
average usage is 1. Should the PAMQ and RPQ be
chan?ed? Yes - Miltiply the Latest Aver_a(%e‘
Monthly Issue Quantity by the’ Review Point Months.

(c) The PAMQis 39 - the |atest six nonths actual
average usage is 35 Should the PAMQ and RPQ be
chan%ed? No -- the PAMQis in 1 ine with the
actual average .nonthly usage.

(3) Are the source code, vendor name, order nunber correct?

e.  The purpose of this section is to reviewthe effect that
different EQQ Type Codes have on the Requirenents Analysis
Report and the cal culations of various other data that is
contained on the report.

(1) PAMO - Projected Average ‘Mnthly Issue Quantity

The current month’s PAMQis arrived at by taking 90%
of the Previous Month's PAMQ Pl us 10% of "the current
month's |ssue QJantIt% plus half-adjusting (adding .5 -
refer to item 2 for the ,effects of adding .5) equals
PAMQ for CQurrent Mnth. [If the itemhas been in the
sytstem 12 months or less, the PAMQis based on a 60/40
ratio.
|
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The PAM Q can be changed, UP or down, by changi n% the
Revi ew Poi nt w‘antlty with the submssion of a b
Transaction. \hen there is a SC Transaction that
contains a new Review Point Quantity, the conputer will
divide the Review Point QJantIti/ by the Review Point
Mnths (Lead Tinme Mnths plus 1.0 Safety Stock Mnth
equal s Review Point Mnths) to arrive at a new PAM Q
PAMQis recalculated for an item each nmonth, except
when the item EQQ Type is P - Standby.

Hal f- Adjusting (.5) and Its Effect on PAMQ

\Wen the previous nmonth’s PAMQis 0 through 5, the .
current nonth’s PAM Q cannot drop bel ow the previous
month's PAMQ in the routine carculations. Exanples :

(al  Previous Month's PAMQ 5= 5 x 90% = 4.50

Current Month’s Demand 0 = 0 x 10% = .00
Half-AdJust|n% (Adding .5) .50

Equal s Current Mnth's PAM% of 5.00 = 5

For the current Mnth's PAMQ to increase above 5,
the current month’s issue quantity would-have to
be 10 or greater. To decrease below 5, a “SC
transaction is require-processed.

(b) Previous Mnth's PAMQ 4 = 4 x 90% = 3.60
Qurrent Mnth's Demand 0 = 0 x 10% = .00
Hal f- Adj usted (adding .5) = .50
Equal s Current’ Month's PAM Q of 4.10=4

For the Current Month's PAMQ to increase above 4,
the current nonth's issue quantity wourd have to
be 9 or %r_eater_. To decrease below 4, a “5C
transaction is required processed.

(cI Previous Mnth's PAMQ 3 = 3 x 90% = 2.70
Current Month's Demand 0 = 0 x 10% = .00
Hal f - Adj usted (adding .5) = .50

Equal s Current Month's PAM Q of 3.20=3

For the Current Mnth's PAMQ to increase above 3,
the current month's issue quantity would have to
be 8 or greater. To decrease below 3, a “SC
transaction is required to be processed.

Cd) Previous Month's PAMQ 2 = 2 x 90% = 1.80
Currenlt_lall\ébn'&dh’stD%nan%dQ = 05>)< 10% = .00
-Adj usted (adding .
Equal s Qurrert Nont h(s PAA;I]Q of =2.30 2
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For the CQurrent Mnth's PAMQ to increase above 2,
the current nonth's issue quantities have to
be 7 or greater. To decrease below 2, a "5C
transaction is required to be processed.

(e) Previous Month's PAMQ 1 =1 x 90%= .90
Current Month's Demand 0 = 0 x 10% = .00
Hal f - Adj usted (Adding .5) = .50

Equals Qurrent " Mnth's PAMQ of 1.40 =1

For the Current Mnth's PAMQ to increase above I,
the current nonth's issue quantity would have to
be 6 or greater.

(f) Previous Mnth's PAMQ 0 =0x90% . oo
Current Month's Demand 0 = 0 x 10% = .00
Hal f- Adj usted (adding .5) = .50 *
Equals Current” Mnth's PAMQ of . 50

For the Current Month's PAMQ to increase above 0,
the current nonth's issue quantity would have to
be 5 or greater.

Sﬁeci al attention nust be made when the PAMQ listed on
the Requirements Analysis Report is 5 or less to be
sure that the PAMQis in line with The actual average
monthly issue quantity. If not in line, submt a 5C
Transaction to change the Review Point Quantity, which
inturn wll change the PAMQ The Review Poi nt
%antuy Is arrived at by taking your PAMQ tines

view Point Months.

RPO - Review Point Quantity

The Current Review Point Quantity is arrived at by
taking the Qurrent PAMQ tines Review Point Months.

The RPQ can be changed, up or down, by submssion of a
SC Transaction.

The RPQ is recalculated for an itemeach nmonth, except
when the item EQQ Type Code is P - Standby.

RPM - Revi ew Poi nt Months

The Review Point Months is arrived at by taking the
Lead Time Mnths plus Safety Stock Mnth (1.0) equals
RPM  The Review Point Mnths can be changed, up or
down, by subm ssion of a SC Transaction that changes

I'ndian Heal th Manual
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(5)

the Lead Tine Mnths. Safety Stock Month of 1.0 is a
set figure.

AM O Average Mnthly |ssue Quantity

The Average Monthly Issue Quantity is arrived at by
dividing the-total issue quantity by 12 or if the item
has been in the systemless than 12 nonths, then by the
number of months the itemhas been in the system

PAMV - Projected Average Mnthly Issue Val ue

Projected Average .I\/bnthlﬁ |ssue Value is arrived at by
taking the PAM Q tines the Last Unit Purchase Price.
PAM V can be changed, up or down, by subm ssion of a 5C
Transaction that changes the Last Unit Purchase Price.
The Last Unit Purchase Price is automatically updated
when the receipt transaction source code is the same as
the source code contained in the Station Master Record.
In nost cases, the EQQ Months of Supply to order is
based on the PAMV. Therefore, if the Last Purchase
tPm:xﬁi Is incorrect, the ECQ Months may be too" high or
00 |ow

EOQO Months of S~#J]

The EOQ Months of Supply is arrived at by conmparing the
PAMV to the value rgﬂggs contained on t%e Enp Tab?e
that is used, for the station. Refer to Look-Up Table
No. 8 for EQQ Tabl es.

Stock Status

Quantity on Hand plus Quantity Due In mnus Quantity
Due Qut equals = Stock Status of an Item

|tens apEear on the Requirements Analysis Report when
the Stock Status is equal to or bel ow the Review Point
Quantity. Therefore, it is critical that the Stock
Status of an item be accurate. Exanples:

(a) If the Stock Status is overstated, (invalid due
Ins, issues not processed, etc.) the item my not
appear on the Requirenents Analysis Report in time
for normal stock replenishment.

(b) If the Stock Status is understated, (due ins not
processed, receipts not processed, incorrect
quantity receipted for, etc.) the item may appear

Indran FHealth Manual
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on the Requirements Analysis Report, even though,
there is no need to review the item for stock
replenishment.

(9) ,EOQ Type Code A - Standard , Item - Any item of su

(10)

ply
that can be procured for inventory based on the EBQ
Principle of Stock Replenishment without any
modifications.

Items with EOQ Type Code A appear on the Requirements
Analysis Report when the Stock Status of the item is
equal toor below the current Review Point Quantity.

Modifier Required - None
Economic Order Quantity is arrived at as follows:
EGQ Months x PAMIQ + RPQ - Stock Status = EOQ

EOQ Type Code B - High Cube Item - Modified EOQ - Any
item which re(_t\uwes a cubic Toot storage requirement in
excess of available space for the item when replenished
and received in quantities developed by the application
of basic BOQ. Therefore, requirements developed by EOQ
must be modified accordingly.

Item with EOQ Type Code B appear on the Requirements
Analysis Report when the Stock Status of the item is
equal to or, below the current Review Point Quantity.

Quantity Modifier Required - The quantity modifier is
to be the maximum quantity based on your unit of issue
that storage space is available for at any point in
time. The Quantity Modifier can be changed, up or
down, by submission of a 5C Transaction that contains
EOQ Type Code B and the quantity modifier. If EOQ Type
Code B is not correct for the item, submit a SC
Transaction with the correct EOQ Type Code.

Economic Order Quantity is the lesser results of the
following three (3) calculations.

(a) EOQ Months x PAMIQ + RPQ - Stock Status = EOQ (?)

(b) Quantity Modifier + RP% - Stock Status - Safety
Stock Quantity = EDQ (-

(c) Quantity Modifier = EOQ (?)

Indian Health Manual
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The reason for the different calculations is that the
order quantity when received, plus on hand quantity,
should not exceed the space available for the item
However, this does not mean that the order quantity
when received, plus on hand quantity, woul d al ways
bring the item quantity up to the quantity nodifier.

|f the Econom ¢ Order Quantity under (11, Basic EOQ
Principle of Stock Replenishnent, is the smaller

figure, that would be the proper quantity to order. |p
whi'ch case, the quantity modifier may be excessive or
tlhe ECQ Type Code needs to be changed to A - Standard
tem

EQQ Type Code C - Short Shelf Life Item- Mdified EQQ
Any iTeminat nas a snort snert |if

degree of tenperature range applied to the storage area

or other factors inplied or expressed by the manufac-

turer . Therefore, requirenments determned by EOQ nust

be nmodified accordingly.

Items with EOQ Type Code C appear on the Requirements
Anal ?13|s Report when the Stock Status of the itemis
equal to or below the current Review Point Quantity.

Months of Supply Modifier Required - The Mnths of
Supplkl Modi f1er woul d be the normal months of life
expectancy left for the item when received. The Mnths
of Supply Mdifier can be changed, up or down, b

subm ssion of a SC Transaction that contains E(I)yType
Code C and the new months of Supply Mdifier.

NOTE: EQQ Type Code C should only be used for those
| TEMS that normally, have a |ife expectancy of 12 nmonths
or | ess when received.

Econom ¢ Order Quantity is the [esser results of the
followng three (3) calculations.

(a) EOQ Months x PAMQ + RPQ - Stock Status = EOQ (?)

(b) Months of Supply Mdifier x PAMQ + RPQ - Stock
- Safety Stock Quantity = EQQ (?

(c) Mnths of Supply Mdifier x PAMQ = EOQ (?)

The reason for the different calculations is that the

order quantity when received will not be in excess of

'E/Qéa fquantlty to be used within the months of Supply
ifrer.
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(12)

(131

(14)

EOQ Type Code D - Freezable 1TeM - Modified EOQ - Any,
item of supply that will only be shipped by the
manuacturer/vendor during certain time period due to the
item being subject to freezing if improperly packaged
and stored or transported at certain time periods.

Items with EOQ Ty%e Code D appear on the Requirements
Anal?/sis Report when the Stock Status of the item is
equal to or below the current Review Point Quantity and
when the Action Month Modifier is equal to the pro-
cessing month.

Action Month Modifier Required - The action Month or
Months Modifier would be the month or months that you
want the item to appear on the Requirements Analysis
Report regardless of current quantity on hand. There
can be one Action Month Modifier per quarter. The
Action Month(s) Modifier can be changed by the
submission of a 5C Transaction.

Economic Order Quantity is calculated the same as for
EOQ Type Code A. You may need to adjust the order
guantity to meet demands during the period when the
manufacturer/vendor will not make shipments.

EOQ Type Code F - Flammable - EOQ Type Code F is used
to 1dentify FTammable Tiquid stock items from other
stock.

Items with EOQ Type Code F are treated and processed
the same as items with EOQ Type Code A - Standard EOQ
Item.

EOQ Type Code P_- Standby Item - Any item of supply not
required 1in normal day-to-day operations, but which is
required to be immediately available to meet emergency
requirements which do not-allow delay, without resulting
in the possibility of: endangering life; damage, loss,
or destruction of Government property; and substantial
financial loss to the Government due to interruption of
operations.

Items with EOQ Type Code P appear on the Requirements
Anal?/sw Report when the Stock Status of the item is
equal to or below the Review Point Quantity.

The Review Point Quantity remains static and is changed
only when there is a 5C Transaction processed that con-
tains EOQ Type Code P and a new Review Point Quantity.

Tndian Health Manual
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Econom ¢ Order Quantity is not calculated for itens
coded with -EQQ Type Code P.

(15) EOQ Type. Code Q - Seasonal .ltem - Mdified EQQ - Any
Tem of suggly Fequired tor specific tine period(s)
within a 120month cycle either in quantities in excess
of the normal requirements or as a-single one-tine
annual requirement. In either instance, the existence
of the requirement requires planned procurement. The
quantities necessar)(] for the season nust be devel oped
in coordination with the User(s) and cannot be totally
determ ned by EQQ nethods of stock replenishnent.

Items, wth EQQ J\%pe Code Q appear on the Requirenents
Anal YSIS Report when the Stock Status of the itemis
equal to or, below the current Review Point Quantity,
and when the Action Mnth Mdifier is equal to the
processing nonth.

Action Mnth Mdifier Required - The Action Mnth or
Months Mdifier would be the nmonth or months that you
want the itemto appear on the Requirements Analysis
Report regardless of current quantity on hand. There
can be one Action Mnth Mdifier per auarter. The
Action !Vbnth?s) Mbdifier can be changed by the

subm ssion of a SC Transaction.

Econom ¢ Order Quantity is calculated the same as for
EQQ Type Code Aitems. You may need to adjust the
econom ¢ order quantity, up or “down, based on seasonal
requi renents.

(16) EQ TyPe Code R - (pbsolete Item- Any supply itemin
Stoc at nas_pbeen faentiiied to be discountinued when
present stock is used up should be coded R \hen the
quantity on hand and the due in quantity are zero
bal ance, a 5D Transaction shoul d be processed to delete

the itemfromyour records.

Itens with DOQ Type Code R do not appear on the
Requirenents Analysis Reporf.

(17) EOQ TYPE CODE Y - Yearly Item- Mdified EQQ - Any item
Of SUPPTY WRere tne determnation nas been nade and
approved by the Area Supply Managenent Officer to be
reviewed only on an annual " schedul e.

Items with EOQ Type Code Y appear on the Requirenments
Anal ysi s Report when the Action Mnth Mdifier is equal
to the processing nonth.
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Action Mnth Mdifier Required - The action month
modi fier would be the month that you want the itemto
aPpear on the Requirements Analysis Report regardless
of current quantity on hand.

$cqnonic Order Quantity is not calculated for Type Code
i tens.

f. Refer to Exhibit 5-6.10A(13) for sanples of Requirements
Anal ysi s Reports.

g- Keep your supply records current. Use Exhibit 5-6.10A(18)
to record and submt needed changes.

h.  Dispose of reports 2 years after close of fiscal year
i nvol ved

(17) Report No. 14 - Stores Stock Due In Register

a. This report provides a listing in index nunber sequence of
those items on order and not received. A sunmary of due in
val ues by Sub-Sub-Activity and General Ledger Account is
provided at the end of the report.

b.  Conpare the items |isted on this report against Your pendi ng
purchase orders. Items that are past the due date are
i dentified wth the nunber of days |ate.

C. Corrective action to be taken:

(1) If the itemwas cancelled by the vendor, .annotate the
report “Cancel - Item cancelled by Vendor'.

(2) If the itemwas received in a previous month, check to
ensure that the itemwas processed. If not, reprocess
the receiving reﬁort. |f the receiving report was
processed, hut there was a difference I'n purchase order
Uunbﬁr, annotate the report “Cancel - Received on

oucher

(3) If there is a duplicate due in, annotate the report
"Cancel - Duplicate:.

(4) If there are itens on order that are not listed on the
report, establish Due Ins for those Itens.

d.  The Due In Register should contain any valid due in. DO NOT
cancel a due I'n just because it is past the due in date. If
the due inis valid |eave on the report.
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e. Dueins are cancelled in the update processing when the
purchase order nunber in the receipt transaction matches the
pur chase order nunber contained in the Station Mster Record
and there was an “F" (Final) code in the receipt transaction
or when there is a mtch between the due in reversal trans-
action and the Station Master Record on purchase order
number. Due ins are decreased when the receipt transaction

contains a ‘T" (Partial) code and there is a match between
the receipt purchase order nunber and the purchase order
nunber contained in the Station Mster Record

f. The annotated report should be conpleted and processed
within five (5) days after receipt.

89  Dispose of reports 2 years after close of fiscal year
i nvol ved

(18) Report No. 15 - Monthly Cost Report
a.  This report provides current month and year-to-date val ues

of storeroomissues, direct issues, and fuel oil by
sub-station, user code, CAN and general |edger account.

b.  Forward the original printed copy to the appropriate
facility and the carbon copy to Finance.

C Information contained on this report can be used to
establish budgets by ordering activities, provide cost by
user, identify high cost users, increased user cost, etc.

d.  Dispose of report 2 years after close of fiscal year
i nvol ved

(19) Report No. 16 - Station Monthly Sub- Sub-Activity Report
a.  This report provides current month and year-to-date val ues

of storeroom receipts, storeroomissues and direct issues by
sub-sub-activity and general |edger account.

b.  Forward the original printed copy to the appropriate
facility and the carbon copy to Finance.

¢c. Information contained on this report can be used in the
budget process and to identify cost by Sub--Sub-Activity.

d.  Dispose of reports 2 years after close of the fiscal year
i nvol ved
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(20) Report No. 17 - Area Monthly Sub- Sub-Activity Report

a.  Same data as Report No. 16, except totals on this report are
overal| area totals.

b.  This report can be used to compare overall issues by
sub-sub-activity and to conpare percentage-of stock issues
versus direct issues

c. Dispose of report 2 years after close of fiscal year
i nvol ved

(21) Report No. 19 - Station Mnthly Supply Sunmary Data By Account

a, This report contains data on opening and closing inventory
val ues, months supply on hand, receipt values, jssue values,
adj ustment val ues nunber and value of items with no issues,
due in value,. months supply due in, nunber docunments pro-
cessed, nunber line itens processed, nunber and percent of
storeroom requests that are partial filled and zero filled,
etc.

b. Review this report in detail with the SUFFIy Service Center
Director. This report provides an overall sunmary of the
station supply operation. It provides inventory data
supply effectiveness data and workl oad data.

c. Distribute to appropriate facilities.

d.  Questions:

(1) Is the mont hs suppl% on hand in inventory too high or
too low? Range should be 2.6 - 4.0 nonths.

(2) Is the value and nunber items with no issues in 7-9
months, 10-12 months, and |onger excessive?

(3) I's the number months supply due in too high or too |ow?
(4) Are the nunber of supply outages excessive?

(5 Are the nunber of partial supply fills excessive?
(6) Is the 100% issue fill rate too |ow or too high?

d.  Dispose of reports 2 years after close of fiscal year

S
I nvol ved
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(22) Report No. 20 - Area Monthly Supply Sunmary Data by Account

a.

b

Sane date as Report No. 19, except totals are for thF area.

. Forward the original copy to the Supply Service Center

-Director and/or his/her supervisor. Forward the carbon copy
to Finance.

(23) Report No. 22 - Stores Stock Supplies Provided to

contractors/ G ant ees

a.

b.

This report is a detail transaction listing of supplies
provided to Contractors/ G antees.

Distribution at area option.

(24) Report No. 23 - Listing of Overstocked/lnactive Itens

a.

Itens that have not had any issues in 13 nmonths or |onger
and other itens where the quantity on hand is in excess of
12 times the PAMQ plus RPQ are listed on this report by

Drugs, Subsistence, and AIl Qher. Review this report for
accuracy.

Copy of this report is provided to other areas on a
quarterly basis for requisition of supplies that are
unrequired/ overstocked in your area.

(25) Report No. 24 - Supply Expiration Report

a.

This report lists those items that contain an expiration
date of 4 nmonths or less fromthe conputer processing date.
Report is in index nunmber sequence by Drugs, Subsistence,
and ALl Ot her.

Review this report in detail against the physical stock on
hand to see if any stock is on hand with the expiration date
listed. If there is a quantity on hand, with the expiration
date listed, will that quantity be used up prior to expira-
tion? Check with the user on questionable quantities. If
there are quantities on hand that cannot be used prior to
expiration, refer to 5-6.3X for appropriate action.

Forward a copy of this report to each service unit.

Di spose of report 2 years after close of fiscal year
i nvol ved.
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. (26) Report No. ‘25 - Pharmacy Quarterly Inventory List of R and N Itens

a.  Report list those pharmacy items, account code 1, that
contain a gharnacy code of R and N Reﬂort i's provided as
of March 15th, June I5th, Septenber 15th and Decenber 15th.

b.  The report is to be used for the g;arterly i nventory of
Narcotics and Restricted Drugs. Exanple: The report as of
March 15th is to be used to record the physical inventory
count as of close of March business (Mrch 31).

C Refer to 5-6.32 for inventory procedures.

d.  Dispose of reports 2 years after close of fiscal year
i nvol ved

(27) Report No. 26 - Preprinted |ssue Books

a. This report provides a tailormade issue book for each
requisitioner. Items will be listed in the issue book if
there has been an issue to the user during the previous 12
mont hs fron1the,proce55|nq date of the books or if the item
has a predetermned user level. Separate hooks are provided
for Drugs, Subsistence and Al Cher.

An asterick under the Ul indicates the Ul has been changed
within the past 12 nonths.

b.  Issue books printed August 15th will be for use durinE the
period COctober-Mrch by the requisitioner. |ssue books
printed February 15 wil'l be for use during the period
April-September by the requisitioner.

c. The Preprinted Issue Books contain, description of item
i ndex number, unit of issue, user level, unit cost of the
item previous 6 months total issue quantity, nunber of
docunents processed for the user in the past 6 months (is
the nunber of documents excessive), and prior year usage
(PYIQ of the item by ordering nonth.

d.  The requisitioner is to enter in black ink the quantity on
hand (% ~of the itemand the order quantity (ORDQ. The
order quantity is the User Level mnus the quantity on hand
or else the PYIQ (prior year usage) minus the quantity on
hand. The issue book should not be processed when the
quantity on hand colum is not conpleted as this is the key
to arrive at a realistic order quantity. Unusual order
quantities should be clarified with the requisitioner prior
to the item being issued. Exanples:
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(1) The order quantity is 60, but the User Level is 20 and
the quantity on hand is 15. Wy are 60 being ordered?
Based on actual figures, the order quantity would be 5.

(2) The order quantity is zero éO) -but the User Level js
40 and the quantity on hand 1s 10. Wy is zero (0)
being ordered? Based on actual figures, the order
quantity would be 30.

e. Refer to 5-6.6L for various report sequences.

f. The issue book is part of your accountable supPly records.
Di spose of issue hooks 5Fyears after close of fiscal year
involved. (Transfer to Federal Records Center 3 years after
close of fiscal vyear.)

(28) Report No. 26A - Cupboard Stock Bin Labels

a. This report provides bin labels for the individual users
cuphoard stock stora?e area. The bin |abel contains the
Index Number, Unit of Issue, User Level, Description of the
item Sub-Station Code and User Code.

b.  This report (bin [abels) must be requested from your SSC
Computer Unit. Refer TO 5-6.6M for various report sequences.

(29) Report No. 26B - \Mrehouse Bin Labels
a. Refer to 5-6.6N for sanple |abels and |abel selection

Sptions. Report is avallable on request from your Computer
nit.

(30) Report No. 27 - Area Stores Receipts and Direct |ssue Val ues hy
ACCOUNt _and_Sour ce

a.  Report provides values and percentages of receipts by
general | edger account within source code on a sem -annua
asis. Totals are provided for each station and overall
ar ea.

b. Review the report to identify percentage that are not
obtai ned from mandatory sources. Provide a copy of the
report to the Area Procurement Officer.

(31) Report No. 29 - 12-Month Projection of Stores Fund Requirenments

a. This rePort provides a projection of funds required for each
stock itemduring the current fiscal year. The fund projection
tion is based on the EQQ PrlnC|£|e-of Stock Repl eni shnent .
Report is processed Cctober 15th by DPSC
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5-6. 3AM cont i nued
(35) Report No. 34 - Area Master |ndex Number Catalog Listing

a. Listing of all itenms carried in stores stock in index nunber
sequence. Report contains the description of the item unit
of issue, identifies stations that stock the item usage,
PAMQ type code, source code, etc.

b.  On request report from your Computer Unit.

(36) Report No. 34A - Area Mastel LNdex .Nunber Listing of
~ Object-Subobject Tode 26XX '

2. Report is same format as Report No. 34, except 34Ais a
listing of a single object-subject code.

b.  On request report from your Conputer Unit.
(37) Report No. 35 - Area Master Al phabetical Catalog Listing

a.  Sanme as Report No. 34, except in al phabetical sequence.
b. O request report from your Conputer Unit.

(38) Report No. 35A - Area Master Al phabetical Catalog Listing of
Qb ect-Subob_Tect Code 26XX

a. Saére as Report 35, except 3SA is for single object-subobject
code.

b. O request report from your Computer Unit.
(39) Report No. 37 - Physical Inventory ,Listing

a. Report is available in various sequences and options. Refer
to 5-6.6s for options.

b.  This report is to be used in taking the annual inventory.
¢c. Report is provided on request fromyour Conputer Unit.

d.  Dispose of reports 2 years after close of fiscal year
i nvol ved.
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(40) Report No. 39 - Inventory Analysis Detail Listing,; Report No. 40 -

lnventory AnalysIs By “~EG) MONUNS, and Report No.4l - [nventor
nNal ySIS 0T LOW ACTIVITY [tens, Repor . - ounmary Anal ysSi S
or_lnventory

a.  These reports provide information on each stock item
Information provided is description, average unit cost, on
hand quantity, stock status quantity, annual issue quantity,
usage AMQ master record PAMQ usage RPQ mnaster record
RPQ nmonths stock status, annual jssue value, AMYV, nunber
of calls (issues), nunmber of purchase orders (final
receipts), EOQ months, etc.

b.  Review.these reports 'in detail. Items with no issues or
with 1 or 2 issues in the past 12 nonths, should they be
deleted fromstock. Is there excessive months supply on
hand for items? Are there excessive purchase actions?
OomJare the actual usage, AMQ and RPQ to the conputer
PAM Q and RPQ, does the computer record need updating, etc.

c. Reports are provided on request from DPSC.
d.  Dispose of reports when no |onger needed.
(41) Report No. 42 - Station Alphabetical Catalog Listing

a.  Reports provide an al phabetical listing of stock items by
Drugs, Subsistence, and All Qther. Index nunber, descrip-
tion, unit of issue, average unit price, source code, vendor
nane, order nunber, date item established, account code,
obj ect and sub-object code, previous Urnonths usage, PAMQ
Pharmacy code and EQQ type code are contained on the report.

b.  Report is provided on request fromyour Conputer Unit.
c. Dispose of report after receipt of new |isting.
(42) Report No. 43 - Stores and Equi pnent |ndex Register

a.  Register of Index Numbers that are in use by the area and
Index Numbers that are available for assignient.

b.  On request report from DPSC.
(43) Report No. 45 - Supply Usage Report by Sub-Station
a.  Report ?rovi des issue quantities by month for each

sub-station and overal | usage bg nmonth and total usaﬁe,
Report is provided by Drugs, Subsistence, and Al O her.
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5-6. 3AM  conti nued
b.  This report is to be used to nonitor supply usage b%
| ocation,-identify usage trends, and to identify high/low
usage nonths.
c. Report is provided by DPSC on request.

d. D’spoie of report thirty (30) days after receipt of new
report.

(44) Report no. 46 - Analysis of Stock Items By Vendor

a.  Report provides a cross reference of itens to vendor
prgjected usage, annual issue value, and totals by source
codes.

b.  Report is provided on request fromyour Conmputer Unit.
¢c. Dispose of report when no |onger needed
(45) Report No. 47 - Supply Usage Detail Listing
S e o usags compartaon betwten users, ‘and |

will assist in reconciliation of inventory
overages/ short ages.

b.  Report is provided by DPSC on request.
¢c. Dispose of report when no |onger needed
(46) Report No. 49 - Data Exception Analysis Report

a. Report list those items that have data that needs to be
reviewed, verifed and/or updated.

b.  Report is provided by DPSC on request.
C.  Dispose of report when no |onger needed.
(47) Report No. 50 - Detail Usage -Report by Sub-Station

a.  Sanme as Report No. 47, except data is further broken out by
sub-station. Report is provided on request from DPSC.

(48) Report No. 70 - |ssue/ Shipping/lnvoice Docunent

a.  Report is generated for stock issue requests that are
preposted to the inventory records.
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h.

Report-is used to issue supplies from
%a{bon copy of the report provided to
iles.

he warehouse and the
he facility for their

— —

The original copy is filed in your voucher file as part of
your accountable” records.

(49) Report No. 71 - Back Order |ssue/ Shipping/lnvoice Docunment

d.

Report is automatically generated, by the conputer for itens
that are on Back Order and quantities becone available for
| ssue.

Report is used to issue supplies that were on Back Order
from the warehouse. The carbon copy is provided to the
facility for their files.

The original copy is filed in your voucher file as part of
your account abl e records.

(50) Report No. 72 - Undelivered Purchase Order - Follow Up Report

d.

Itens are |isted on this report when they have not heen
received within seven 37) days past the schedul ed delivery
date and/or seven (7) days since last follow up

Report Is to be used by the Procurement Unit to document
follow up action taken.

FHengHmIc%yintmlmmm@eOMM'HleaMfowmm
the carbon copy to other appropriate personnel

(51) Report No. 73 - Stock Qutage-Low Inventory-Due Qut Report

d.

Report lists those itenms that have zero quantity on hand
and/or quantity on hand is less than the Review Point

Quantity.

Report can be used to ensure that items with zero or |ow
guantity on hand are on order and that the order quantity
w il elTmnate existing due outs and bring the inventory
guantity back up to an acceptable |evel

Di spose of report when it is no |onger needed
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(52) Report No. 74 - Stores Stock Issues/Budget Analysis by Location

d.

RePort rovides information on annual budget, allotnent to
date, stock issues, current fund bal ance, projected year end
Ealappe by General Ledger Account, Sub-Sub-Activity and
acility.

Report can and should be used to monitor status of Service
Unit/Facility budgets.

Forward original copy to appropriate Supply Service Center
staff and carbon copy to appropriate facilities.

(53) Report No. 75 - Summary of Stores Stock |ssues/Budget Analysis

d.

Re?ort provides area sunmary totals of budget data,
allotment to date, stock issues, current fund bal ance, and
projected year end balance by |ocation, general |edger
account and sub-sub-activity.

Report can be used to monitor overall status of area supply
budget s.

Report shoul d be reviewed by the Supply Service Center
Director and higher echelon

(54) Report No. 76 - Analysis of Issues by User

d.

Report provides information by User on schedul ed and
unschedul ed stock issue request, stock fill rates, stock
back orders, direct issue docunent/line itens, val ue of
stock issues and direct issues by general |edger account.

Report is available on reguest from your Conputer Unit.

Report shoul d be requested and used 1n conducting detai

?taﬂyon reviews and/or to identify user problems within a
acility.

(5'5) Report No. 77 - Analysis of |ssues by Sub-Station

a.

Information on Report is the sane as Report No. 76, except
totals are by Sub-Station and report is provided monthly.

Report shoul d be used by Inventory Management Unit and/or
Supply Service Center Director to analyze supply support
being provided to each station, to identify ?oss|ble chan?es
in order/issue schedules, and in conducting facility supply
revi ews.

Forward a copy of the report to each facility for their use.
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5-6. 3AM cont i nued
(56) Report Ho. 78. Analysis of Issue hy Area

8. Information on report is the sanme as Report No. 76, except
totals are by area and report is provided nonthly.

b.  Report should be used by Supply Service Center Director and

hi gher echelon to anal yze overall area supply support being
provi ded.

(57) Report No. 79 - Summary of Issues by Program

a.  Report provides information on stock issue values, direct
i ssue val ues, total issue values, stock line items
requested, percent stock outs, direct issue line itens,
stock issue documents and direct issue documents by general
| edger account, user, substation and overall programtotal.

b.  Report should be used by Inventory Minagement Unit and

Supply Service Center Director to analyze supply data by
Program

c. Copy of the monthly report is to be provided to appropriate
area staff, i.e., Area Pharmacy Officer , Area Dental
Oficer, Area Dietary Consultant, etc.

(58) Report No. 80 - Analysis of Issue Values by Item Location/ Category

a. . Report LEr_ovi des a 3-year usage conparison of issue values by
item Using Location and category. Report should be used by
the Area Standardization Commttees and by Supply Service

~ Center staff to identify usage trends, high use users,
i nappropriate users of an item etc.

b.  Report is available in various options. Refer to 5-6.6AF
for report contents and options.

c. Dispose of report when no longer needed.
5 -6.3AN_HAZARDOUS | TEMS - CHEMOTHERAPY DRUGS

(1) Supgl itens that are identified/classified as hazardous
substances such as Chenotherapy or Cytotoxic Drugs require
special handling, storage and ‘distribution. In addition to the
procedures outlined in OSHA Instruction PUB 8-1.1, Ofice of
Qccupational Medicine, dated Jan 29, 1986, (Exhibit 5-6,10A(62),
the follow ng general procedures are also to be followed.
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a.

Chemotherapy/Cytotoxic Drugs are to be stored in a separate
area by themselves. This area should be away from heavy
traffic patterns, such as fork-lifts, to .avoid possible
accidents. Such areas are to be identified with a large

warning sign and a sign detailing procedures to be followed
in case of a spill.

These items are to be identified with Storage Location Code
"H", Hazardous Materials.

Separate purchase orders for Chemotherapy/Cytotoxic Drugs
are to be issued and the purchase order and/or purchase
order file folder specia[% marked to identify the items as
hazardous substances. is will alert receiving personnel
that these items require special handling.

Chemotherapy/Cytotoxic Drugs are to be placed in plastic
bags and sealed as they are pulled from stock. In case of
breakage during shipment, this will eliminate contamination
of the total carton.

These items are to be separately packed from other items for

delivery to the requisitioner and the containers specially
identified.

Personnel involved in the receiving, storage, issuing, etc.,
of these items are to receive orientation/training on
relevant techniques and procedures for their handling,

proper use of protective materials, spill procedures, etc.

Disposal of these items must be in accordance with a applicable
regulations as they are regarded as toxic (hazardous) wastes.
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